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NINTH ANNUAL REPORT OF THE BUREAU OF CIVIL SERVICE. 



Manila, P. I., August 9, 1909, 
Sir: The following report, condensed as directed, showing the work 
performed by the Bureau of Civil Service during the fiscal year ended 
June 30, 1909, is submitted as required by law. 

EXAMINATIONS AND APPOINTMENTS. 

There were examined in the Philippine Islands during the year 5,917 
persons, a decrease of 416 or 7 per cent from the number examined 
during the preceding year. At the beginning of the fiscal year the 
holding of second and third grade examinations in Spanish for the 
purpose of obtaining eligibles for appointment in Manila was discon- 
tinued, a sufficient number of eligibles being obtained from English 
examinations to meet the demands of the service for appointees in the 
lower grades. The slight decrease in the total number of persons ex- 
amined is due entirely to this cause. Several new examinations were 
introduced during the year for the purpose of affording young Filipinos 
an opportunity to enter the lower grades of the technical branches of 
the service. At regular intervals junior technioel examinations are now 
given comprising the subjects of letter writing, arithmetic and algebra, 
plane geometry, plane trigonometry and the use of logarithms, and 
practical questions in civil engineering, mechanical engineering, com- 
puting, or surveying. A junior industrial teacher examination has also 
been introduced. In addition to tests of general elementary education, 
it comprises practical questions in agriculture, carpentry, blacksmithing, 
or weaving. In May 105 persons took this examination. Forty-nine 
distinct kinds of examinations were given during the year, as compared 
with 43 during the preceding year. Although more labor is involved, it 
is the policy of the Bureau to spare no pains in adapting examinations 
to the requirements of the positions to be filled. All examinations given 
are of a practical chlaracter. 

There were 685 probational appointments to the Philippine civil 
service made as a result of examinations held in the Islands, 222 less 
than .during the preceding year. Of the appointees 105 were Americans, 
28 less than during the preceding year, and 580 were Filipinos (354 
appointed from English registers and 226 from Spanish registers), 194 
less than during the preceding year. Of the persons appointed locally 
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85 per cent were Filipinos. Of the 260 appointments to classified posi- 
tions made in the United States during the year, 8 were appointments 
by transfer from the Federal classified civil service and 22 were reinstate- 
ments of former employees who had returned to the United States. 
There were also appointed in the United States to unclassified positions 
49 persons^ making a total of 309 persons appointed in the United States 
during the year^ compared with 305 during the preceding year. During 
the year 83 appointments were made in the Federal service in the Islands 
upon the certification of this Bureau, as compared with a total of 70 
during the preceding year. 

The tables in the appendix give detailed information as to educa- 
tional examinations and appointments. 

THE NEED OF EXTENSION OP THE EXAMINATION SYSTEM. 

Attention is invited to the discussion of this subject in the report of 
this Bureau for the fiscal year ended June 30, 1907. A few months ago 
Governor-General Smith suggested to the Director of Constabulary the 
advisability of having the United States Civil Service Commission give 
an examination to those persons selected in the United States for appoint- 
ment as officers in the Constabulary before they are allowed to sail for 
the Islands. 

AMENDMENTS TO THE CIVIL SERVICE LAW. 

An amendment to the Civil Service Act originating in the Assembly, 
providing for a reduction to ^ve hours in the hours of labor during the 
heated season from April 1 to June 15 of each year, was passed by the 
Legislature on April 5, *1909. A few weeks later the Assembly included 
in the appropriation bill a clause repealing this amendment, but the 
clause was stricken out by the Commission. 

In the closing days of the session an act was passed by the Legislature 
allowing the Speaker of the Assembly to grant in his discretion leave of 
absence with pay to permanent employees of the Assembly who have 
served more than a year, on the same basis on which leave is allowed to 
officers and employees of the permanent classified civil service. 

OTHER CIVIL SERVICE BILLS. 

In the last annual report of this Bureau mention was made of the 
illegal employment of Celestino Aragon by the governor of the Province 
of Pangasinan. Although the provincial governor had alleged* that the 
services of Aragon were indispensable to the province and had employed 
him in violation of civil service law, the newly elected governor found 
on the first day of his term that the services of Aragon were no 
longer needed by the province, but that the interests of the service 
required the immediate employment of Angel Ungson in this position 



in violation of the civil service law; his action was legalized by a rider 
to the last appropriation bill. 

There was a proposal to allow the granting of accrued and vacation 
leave to municipal treasurers. The Bureau of Audits and this Bureau 
made unfavorable recommendation on the ground that it would be 
peculiarly difficult to apply the provisions of the leave law to municipal 
treasurers owing to their money responsibility, the inaccessibility of 
many of the municipalities, and the expense involved in sending a deputy 
to relieve the treasurer whenever the latter might wish to enjoy a few 
days' leave. If the position is not sufficiently attractive it appears much 
more practicable to add to its attractiveness by increasing the salary. 
The bill was passed by the Assembly, but tabled by the Commission. 

On May 18, 1909, an amendment to the Civil Service Act containing 
the following provisions passed the Assembly, but fortunately this bill 
was tabled by the Commission : 

1. Exempting from the examination requirements of the Civil Service 
Act for entrance into the civil service or for promotion therein all 
employees who had rendered service on or before July 1, 1902, and were 
still rendering service on the date of the amendment. There are in the 
service a considerable number of employees who prior to the passage of 
the Civil Service Act obtained appointment through favor and on the 
passage of that act were blanketed into the service without examination. 
The best and most efficient of these employees have long since qualified 
for promotion by passing the required examinations and have the same 
status as other employees who entered the service by examination. A 
few of them, however, have not the ability to qualify for promotion under 
the rules, which have a general application to all employees. This pro- 
vision would ^ give them an unfair advantage over other employees and 
enable them to receive through favor what they can not obtain by merit. 

2. A provision that the period of eligibility as a result of examination 
for original appointment shall not be less than three years. Long ex- 
perience in the United States has shown that this is too long a period of 
eligibility. The minimum period of eligibility both in the United States 
and in the Philippines is one year. The' civil service law and rules 
now allow the extension of the period of eligibility for any examination 
when in the judgment of the Director of Civil Service the needs of the 
service require it. This authority is freely exercised whenever beneficial 
results are obtainable, and there is no need of prescribing by law an 
unduly long minimum period of eligibility. 

3. A provision that absence of teachers from duty on account of illness 
shall not be charged against their vacation when such absence does not 
exceed fifteen days a year. Teachers are required to serve little more 
than one-half of the days of the year. If absent on account of illness 
during any d^ys on which service is required they are allowed to receive 
pay for such absences on condition that service for an equal number of 
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days is rendered during the vacation. There is no necessity for further 
extending their already extremely liberal leave privileges by allowing 
fifteen days^ absence on account of illness each year without the require- 
ment that such absence shall be offset by service rendered during vacation. 

LEGISLATION RECOMMENDED. 

Under the rigid provisions of existing law teachers who, on account 
of various circumstances over which they have no control, are unable to 
reach the Islands until a few days or a few weeks after the opening of 
school sessions are penalized by being required to serve an additional 
year in order to receive the privileges which are given by law to those 
teachers who arrive in time to begin work at the opening of schools. A 
bill to remedy this defect in tlie law was prepared by this Bureau and 
introduced in the Commission last year by the President of the Commis- 
sion, but was laid on the table. The Bureau of Education and this 
Bureau have frequently recommended that the unjust discrimination 
against .teachers who arrive after schools have opened be removed, and 
it is earnestly hoped that the next Legislature will adopt this recom- 
mendation. 

Prior to the passage of Act No. 1698, under resolutions of the Com- 
mission commutation of leave and other privileges was allowed when 
employees died or their positions were abolished before the completion 
of the term of service required by law or contract in order to obtain 
leave and other privileges. For some reason the provisions of these 
resolutions were omitted by the Commission from Act No. 1698. Under 
the present law if an employee serves faithfully and efficiently for one 
year, eleven months, and twenty-nine days, and then loses his life in the 
performance of his duty, his dependent family can not be allowed, without 
specific legislation, one dollar of leave for his service, or one dollar of 
the amount spent by him in coming to the Islands if appointed in the 
United States, although had he served one day longer before death com- 
mutation of more than two months^ leave and his entire expenses in 
,coming to the Islands would be allowable. Such a provision is unjust, 
and it is urgently recommended that at the earliest opportunity the 
provisions contained in the resolutions of the Commission referred to 
above be enacted into law. 

The fraud section of the original civil service law was changed by 
the Commission upon its incorporation in the *Eevised Civil Service Act. 
The existing section is unsatisfactory in that neither the falsification of 
applications for examination nor the corrupt use or furnishing of in- 
formation to improve the chances of appointment of any person examined 
is a violation of the section. It is recommended that the section be 
amended to accord with the law in force at^the time of its enactment. 

Section ten of the Eevised Civil Service Act provides that "no officer 
or employee in the Philippine civil service shall directly or indirectly 



solicit, collect, or receive from any other officer or employee subject to 
his orders or under his jurisdiction, any money or other valuable thing 
to be applied to the promotion of any political object whatever." The 
words ^'subject to his orders or under his jurisdiction'^ were not contained 
in the original civil service act and are believed to constitute an unwise 
limitation. It is recommended that the section be amended by striking 
out these words. 

INSTABILITY OF THE SERVICE. 

During the fiscal year 376 regularly and permanently appointed 
Americans voluntarily resigned from the service. The numbers resign- 
ing during the fiscal years 1908 and 1907 were 407 and 536, respectively. 
The significance of these numbers may be appreciated by comparison 
with the Australian classified service, the number of officers and employees 
in that service being about five times the number of Americans employed 
in the Philippine civil service. The reports of the Australian public 
service commissioner show total resignations of 177 for 1906 ajid 249 
for 1907. In the Philippine service, with Americans numbering one- 
fifth the number of employees in the Australian classified service, the 
number of resignations is twice as great; in other words, the proportion 
of Americans resigning from the Philippine civil service is ten times as 
great as that of Australians resigning from the Australian civil service. 

It is evident that to secure the great advantages which come from 
stability in the service greater inducements must be held out for 
Americans to remain in the service. Long consideration of this question 
has led almost all to the conclusion that a pension or retiring system is 
essential. President Taf t, when Secretary of War, in his^address open- 
ing the Philippine Assembly recommended a pension system. The 
Governor-General and the Acting Governor-General have also strongly 
recommended such a system. As the service is almost wholly composed 
of young men a pension system would not be a great burden for many 
years to come. Moreover, the increase of efficiency due to increased 
length of service would largely offset the cost of the pensions. 

SALARIES. 

The proportion of Americans to Filipinos in the service on January 
1, 1909, and the proportion of the total salary expenditure received 
remain the same as on January 1, 1908. There was, however, an 
increase of 180 in the number of Americans, of 317 in the number of 
Filipinos, and a total salary increase of ^1,158,859. The increase in 
the number of Americans is due in large part to an increase in the 
number of technical employees on public works, the American force of 
the Bureau of Public Works having increased from 59 on January 1, 
1908, to 123 on the same date of 1909. Other Bureaus whose American 
force has been notably increased are the Bureaus of Health, Lands,. 



10 

Agriculture, ^N'avigation, and Education. The increase in the average 
salary of Americans is due principally to the substitution of Filipinos 
for Americans in the lower grades; there were on January 1^ 1909, 
938 Americans receiving salaries of ^2,400 or below, as compared with 
1,066 on January 1, 1908, a decrease of 128. From January 1, 1908, 
to the same date of 1909, the average salary of Americans increased 3.2 
per cent and that of Filipinos 1.1 per cent, the increase being 3.9 and 9 
per cent, respectively, for the preceding year. 

KEVISION OF THE CIVIL SERVICE RULES. 

A revision of the civil service rules, prepared after the enactment of 
the Eevised Civil Service Act on August 26, 1907, was approved and 
promulgated by the Governor-General on January 9, 1909, as Executive 
Order ^N'o. 5, series of 1909. The most important change was an ex- 
tension of the causes for removal, reduction in class or grade, or other 
punishment to include pernicious political activity and offensive political . 
partisanship or conduct prejudicial to the best interest of the service. 

In view of the approaching general election, a circular (see page 56) 
was issued on June 25, 1909, calling attention to the law and rules 
prohibiting political activity and a copy sent to each officer and employee 
in the Philippine civil service. Although the promulgation on January 
9, 1909, of the civil service rule prohibiting political activity had not 
called forth any condemnation, probably not having been noticed, the 
circular met with bitter opposition on the part of the organs of the 
two leading Filipino political parties. It was asserted that the pro- 
hibition of political activity was unconstitutional, a violation of the 
Philippine Bill; and that conceding its constitutionality the fact that 
the Legislature had by law prohibited certain officers and employees 
from engaging in politics gave to all others the right to engage in 
politics, and that it was beyond the power of the Chief Executive to 
infringe upon these rights. On June 11, 1907, in response to request 
of the Governor-General for an opinion as to whether in view of the 
provisions of the Election Law prohibiting certain officers and employees 
from engaging in politics the Governor-General could prohibit all em- 
ployees, classified or unclassified, from such activity, Attorney-General 
Araneta (now Secretary of Finance and Justice) held that ^^the authority 
which under general powers is conferred upon the Governor- General 
to remove public officials of his own motion, which authority is reserved 
by section 3 of Act No. 25, as amended, * * * involves the power 
to issue an executive order prohibiting public officials from actively 
engaging in an election campaign, under penalty of removal from office, 
if the Governor-General considers such fact sufficient cause for removal.^^ 

In the Philippines all appointees, whether in the classified or unclas- 
sified civil service, hold office during good behavior, their tenure being 
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n no way affected by the result of the. elections. This permanency of 
It IS hoped that all officers and employees will cheerfully comply with 
^iy^^ctnrlity.^^ ''' Governor-Genera, thus rende^g IL^ 

RESIGNATION OF THE DIREOTOE OF CIVIL SERVICE. 

On January 26 1909, the Director of Civil Service, Dr. WiUiani S 

e!; raZ^ofts it: ''h ''"*^' ^''''' °^ ''^'^ ^' ^^--^- ««^- the 
expiration of his leave he was appointed a member of the United States 

estrblishr:: of°"1""" ^^'^^ ^^ *^^ '^'^^^^ shor«nLr t 
establishment of civil government he remained, at great personal sacri 
fice, until the merit system was firmly established as af integraTpari of the 
Govemment; his services to the Government were invaluable. ' The bs 

Eespectfnlly submitted. 

B. L. Falconer^ 
The Goverkor-Gekeral. ^'"'"^'^ "^ ^'^'^ ^''^'''- ■ 
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Appointments in the Philippine classified civil service during the year ended 

June 30, 1909. 





In the United States. 


Original, in the 
Philippine Islands. 




Position. 


Orig- 
inal. 


Trans- 
fer. 


Rein- 
state- 
ment. 


Amer- 
icans. 


Filipinos. 


Total. 




English 
regis- ] 
ters. 


Span- 
sh reg- 
isters. 




Accountant 


11 












11 


Agricultural assistant 








4 




4 


Agricultural inspector 


2 








9 


Apprentice (Bureau of Printing) 








__- 25 




25 


Assistant 


2 
2 










2 


Bacteriologist 












2 


Bookkeeper. 






3 
2 






3 


Building inspector 












2 


Calculator, assistant 










1 


1 


Captain of cutter 








1 




1 


Chemist 


o 










2 


Chief well-driller . 






1 
H 






1 


Clerk: 

First grade 






4 


3 

131 

36 


1 

27 
33 


22 


Second grade 






158 


Third grade 










69 


Compositor 




1 






1 


Junior ___ 










1 


1 


Computer 


4 










4 


Junior >_ __ 








5 
8 


-- 


5 


Customs guard 










13 


District auditor . 






1 
1 




1 


District inspector 












1 


Draftsman: 

Junior architectural 










2 
6 


2 


Junior topographical 










9 


15 


Topographical „ > 








1 


1 


Draftsman-cartographer 


4 










4 


Engineer: 

Assistant steam 










1 


1 


Civil 


50 


1 




3 
1 




54 


Division road _ 






1 


Irrigation 


1 










1 


Junior civil 






1 
1 


-- 


1 


Junior mechanical 










1 


Engineer of launch 










2 


Farming instructor 








1 
15 




1 


Fireman: 
First class 












15 


Second class 










3 


3 


Forester 


2 
1 


1 
1 








3 


Geologist > 










2 


Hospital attendant 




4 

1 
1 






4 


House surgeon 












1 


Internal-revenue agent _ 












1 


Interpreter 








1 




1 


Law clerk 


1 








1 


Light-house machinist 












1 


Mate of cutter 










2 


2 


Mechanic • 








1 




1 


Medical inspector 


5 






_i 


5 


Messenger 








12 
26 


""i02' 


12 


Municipal treasurer 










128 


Nurse 


3 


1 




1 
4 

20 


5 


Overseer _ 






4 


Patrolman: 
First class 






1 






21 


Third class 






7 


24 
1 
1 


31 


Pharmacist, assistant _ «. . >_ 










1 


Press-feeder, junior 












1 


Printer-proofreader 




1 








1 


Prison guard: 
First class 






5 






5 


Second class 








1 
1 


6 
1 
2 
1 


7 


Ranger 










2 


Recorder of provincial board 










2 


Sealer of weights and measures 












1 


Sten ofirranher 








10 




10 


Junior - _ 








1 


1 


2 




12 


1 


3 




16 


Storekeeper 


1 
1 

1 




1 


2 


Superintendent Iwahlg penal colony, 
assistant 








1 


Superintendent San Ramon farm, as- 
sistant _ 












1 
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Appointments in the Philippine classified civil service during the year ended 
June 30, iP09— Continued. 





In the United States. 


Original, in the 
Philippine Islands. 




Position. 


Orig- 
inal. 


Trans- 
fer. 


Rein- 
state- 
ment. 


Amer- 
icans. 


Filipinos. 


Total. 




English 
regis- 
ters. 


Span- 
ish reg- 
isters. 




Surveyor 


32 






3 






35 


Junior 






1 

1 





1 


Teacher 


»79 
2 
5 




11 


10 


101 


Agricultural 


2 


Industrial _ _ . 












5 


Junior ___ 








69 

7 
1 
1 
1 


-_ 


69 


Junior, normal school graduates 










7 


Teacher of music 










1 


Translator, junior 










1 


Typewriter, junior. 










3 


Veterinarian _ 


9 


i 

• 


1 




11 


Weather observer, second class 




1 




1 




! 








Total _ _ _ 


•230 ! 8 


22 


105 


354 


226 


945 











^ 34 of these were appointed as a result of the assistant examination. 
Ajjpointments made in the Islands through changes in the classified service. 





Amer- 
icans. 


Filipinos. 






English 
registers. 


Spanish 
registers. 


Total. 


Promotion __ _ 


904 
35 


522 
3 

51 

27 


584 
38 

159 
95 


1,960 
47 


Reduction 


Transfer _ 


339 


Reinstatement . _ 


157 






Total __ 


1,074 


603 


826 


2,503 





Kumher of AmeHcans and Filipinos in the Philippine civil service on January 1, 
1909, and the salaries paidA 



Bureau or Office. 


Number of— 


Salaries of— 


Americans. 


Filipinos. 


Americans, 


Filipinos. 


Legislative: 

Philippine Commission 


6 


7 


r61,000 


T69, 400 


Philippine Assembly »> 




Executive: 

Office of the Governor-General « 


3 
33 
66 
11 

2 
72 
99 
42 
47 
14 

4 




38,600 
135,800 
241,600 

47,200 

25,800 
192,460 
811,300 
180,200 
152,080 

53,900 
3,920 




Executive Bureau 


102 
107 
24 


100,100 


Bureau of Audits 


92,488 


Bureau of Civil Service 


18,720 


Office of the Secretary of the Interior _ 




Bureau of Health _ . 


58 
53 
23 
16 
25 
82 


97,448 


Bureau of Lands 


39, 420 


Bureau of Science 


24, 740 


Bureau of Agriculture 


18, 720 


Bureau of Forestry _ 


21,840 


Weather Bureau 


67,780 



» The following are not included : Delegates to the Philippine Assembly ; officers and 
employees of the Assembly ; temporary and emergency employees ; enlisted men of the 
Philippines Constabulary : semiskilled and unskilled laborers ; persons compensated by 
fees only. 

^The total expenditure on account of salaries and wages for the Philippine Assembly, 
Including the executive force of the Assembly, covering Its sessions during the fiscal year 
ended June 30, 1909, was ?333,122.10. 

« The Governor-General and Secretaries of Departments are also members of the 
Philippine Commission. 

91896 2 
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Number of Americans and Filipinos in the Philippine civil service on January 1, 
1909, and the salaries paid — Continued. 



Bureau or Office. 



Number of- 



Americans. Filipinos. 



Salaries of— 



Americans. Filipinos, 



Executive— Continued. 

Office of the Secretary of Commerce and Police 

Bureau of Constabulary 

Bureau of Public Works 

Bureau of Navigation 

Bureau of Posts 

Bureau of Coast and Geodetic Survey 

Consulting Architect 

Supervising Railway Expert 

Office of the Secretary of Finance and Justice _, 

Bureau of Justice 

Bureau of Customs 

Bureau of Internal Revenue 

Bureau of the Treasury 

Office of the Secretarj^of Public Instruction 

Bureau of Education 

Philippine Medical School 

Bureau of Supply 

Bureau of Prisons 

Bureau of Printing 

Judicial: 

Supreme Court 

Reporter of the Supreme Court 

Courts of First Instance 

Courts at large 

Court of Land Registration 

Provincial service 

Municipal service of Manila: 

Municipal Board 

Law department 

J'ire department 

Department of police 

Department of city schools 

Department of engineering and public works _. 
Department of sanitation and transportation.-. 
Department of sewer and waterworks con- 
struction 



2 

262 

123 

99 

133 

5 

1 

4 



92 
44 
92 
624 
19 



10 

337 

73 

23 

2 

829 

8 

46 

53 

27 



4 

22 

4 

7 

101 

10 
6 
72 

164 

1 

14 

14 

11 



2 
22 
310 
186 
19 



1P-25, 800 

833,866 

450, 800 

299, 802 

390, 308 

15,800 

12,000 

38,700 



418 
23 

54 

82 
191 

28 

8 

159 

5 

53 

1,085 

12 
36 
64 
326 
157 
33 
14 



Total*. 



2,674 



4,658 



49,700 
464, 992 
260,300 

95, 700 

25, 800 
2, 260, 548 

35,500 
154, 932 
142, 360 
107, 140 

94,000 
16,600 

149,000 
17,400 
29,600 

364, 264 

51,200 
29,600 
168, 680 
393, 600 
3,600 
54, 560 
37, 150 

59, 800 



8, 576, 962 



F192, 290 
36, 060 
93, 716 
219, 020 
18,600 



25, 800 
50,208 
239, 296 
134, 900 
14,900 



284, 420 
32, 740 
46, 960 
60.552 

119, 615 

90,040 
15, 480 

215, 508 
31,400 
65, 036 

917,613 

23,020 
54,480 
51,000 
244,400 
132, 948 
47,320 
14, 130 



^ Deduct 15 Americans and 261 Filipinos for persons counted more than once by reason 
of holding more than one position. 

Comparison of the numher of American and Filipino officers and employees having 

a permanent status in the service and the salaries paid 

on January 1 of the years given. 



Year 


Officers and em- 
ployees. 


Salaries paid. 


Average salaries. 




Amer- 
icans. 


^^^*- Tntfl.1 
pinos.' ^^^"'^• 


Ameri- 
cans. 


Filipinos. 


Total. 


Ameri- 
cans. 


Fili- 
pinos. 


Total. 


1903 

1904 

1905 

1907* 

1908b 

1909 


2,777 
3,228 
3,307 
2,616 
2,479 
2,659 


2,697 
3,377 
4,023 
3,902 
4,080 
4,397 


5,474 
6,605 
7,330 
6, 518 
6,559 
7,056 


P-7, 236, 700 
8, 663, 720 
8, 942, 424 
7, 869, 242 
7, 749, 236 
8, 576, 962 


T2, 189, 376 
2,932,834 
3, 309, 738 
3, 234, 494 
3, 636, 855 
4,018,988 


r9, 426, 076 
11,596,554 
12, 252, 162 
11, 103, 736 
11, 436, 091 
12, 595, 950 


!P2, 605. 94 
2, 693. 92 
2, 704. 08 
3, 008. 12 
3,125.95 
3, 225. 63 


¥-811. 76 
868. 48 
822. 70 
828. 93 
903.64 
914, 03 


P-1,721.97 
1,755.72 
1, 671, 51 
1,703.55 
1,743.57 
1, 785. 14 



* No data for 1906 are available. 

*» The data for 1908 and 1909 do not include delegates to the Philippine Assembly or 
oiaacers and employees of the Assembly. 



REVISED CIVIL SERVICE ACT. 



[Act No. 1698, as amended by Act No. 1881.] 

AN ACT FOR THE REGULATION OF THE PHILIPPINE 
CIVIL SERVICE. 

By authority of the United States, he it enacted t^y the Philippine 
Commission, that: 

Section 1. This Act shall apply to appointments to all posi- Classified serv- 

tions and employments in the Philippine civil service, Insular or ^®* 

provincial, or of the city of Manila, now existing or hereafter to be 

created, the compensations of which are authorized at an annual, 

monthly, or daily rate, or otherwise, except the employment of 

semiskilled or unskilled laborers whose rate of compensation is Unclassified serv- 

Ice 
seven hundred and twenty pesos or less per annum, and the 

employment of all other persons whose rate of compensation is 

two hundred and forty pesos or less per annum: Provided, That 

the examination requirements of this Act for entrance into the 

civil service or for promotion therein shall not apply to positions 

filled by the following: 

(a) Elected officers. 

(6) Employees of the Philippine Assembly Selected by it. 

(c) Persons appointed by the Governor-General with the advice 
and consent of the Philippine Commission, unless otherwise spe- 
cifically provided by law. 

{d) One private secretary to the Governor-General and to each 
of the other members of the Philippine Commission. 

(e) Persons in the military, naval, or civil service of the 
United States who may be detailed for the performance of civil 
duties. 

if) Officers and employees in the Department of Commerce and 
Police whose duties are of a quasi-military or quasi-naval char- 
acter. 

{g) Officers and employees in the Office of the Supervising 
Railway Expert who are exempted by the Governor-General from 
compliance with the civil service law and rules. 

{h) Postmasters and customs inspectors whose rates of com- 
pensation do not exceed six hundred pesos and three hundred and 
sixty pesos per annum, respectively, and who may lawfully perform 
the duties of postmaster or customs inspector in connection with 
other official duties or in connection with their private business, 
such duties of postmaster or inspector requiring only a portion 
of their time; postmasters who are required to perform the 
duties of telegraph operators: Provided, That in the discretion 
of the Director of Posts such postmasters may be appointed subject 
to the examination requirements of this Act; postmasters at army 
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posts whose ^compensation does not exceed twelve hundred pesos 

per annum each; and operators and linemen in the Bureau of 

Posts. 

(i) Detectives, secret agents, sheriffs, and deputy sheriffs. 

Temporary and (;) Temporary and emergency employees: Prot;ic^ed, That when 

ployees. ' ^^® work to be performed is temporary in character, or whenever 

an emergency shall arise requiring work to be done before it is 

practicable to obtain the prior approval of the Director of Civil 

Service, the chief of a Bureau or Office may immediately employ 

any person, giving preference to eligibles if available, but he shall 

without delay request approval of such temporary or emergency 

employment, and the employment of a noneligible shall cease when 

the Director of Civil Service certifies an available eligible who 

accepts temporary or probational appointment. 

Duties of Direct- Sec. 2. It shall be the duty of the Director of Civil Service— 
or of Civil Serv- 
ice, (a) To keep a record of all officers and employees filling 

positions in the classified service and of all officers and employees 

in the unclassified service who are entitled to leave of absence 

Record of em- provided for in this Act, and for the purpose of this record he is 

ployees. hereby authorized to require each chief of a Bureau or Office to 

furnish the necessary information, in such form and manner as 

the Director of Civil Service shall prescribe with the approval 

Official roster, of the Governor-General. An official roster shall be published at 
intervals to be fixed by the Governor-General. 

Reports of ab- (&) To keep a record of the absences of all officers and em- 
^®'^^®^' ployees entitled to the leave of absence provided for in this Act, 

and for the purpose of this record he is hereby authorized to 
require each chief of a Bureau or Office to cause to be kept a 
record of the attendance of such officers and employees and to 
report to the Director of Civil Service, in the form and manner 
prescribed by him and approved by the Governor-General, all 
absences from duty of such officers and employees from any 
cause whatever. 

Annual report. (c) To render an annual report, on or before the first day of 
July of each year, to the Governor-General showing the work per- 
formed by the Bureau of Civil Service, the rules which have been 
certified by the Director of Civil Service and approved by the 
Governor-General and the practical effect thereof, and suggestions 

Purpose of Act. for carrying out more effectually the purpose of this Act, which 
is hereby declared to be the maintenance of an efficient and honest 
civil service in all the executive branches of the Government of the 
Philippine Islands. 

Control of ex- (d) To supervise the preparation and rating and have control 
am na ona. ^^ ^j^ examinations in the Philippine Islands under this Act. 

The Director of Civil Service, with the approval of the Governor- 
General or proper head of Department, may designate a suitable 
number of persons in the Philippine civil service to conduct 
examinations and to serve as members of examining committees. 
When examiners with special, technical, or professional qualifica- 
tions are required for the preparation or rating of examination 
papers the Director of Civil Service may designate competent 
persons in the service for such special duty. The duties required 
of members of examining committees, or of special examiners, 
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shall be considered as part of their official duties and shall be Examining 
performed without extra compensation. When persons can not ^^^^ tteei. 
be found in the Philippine service with the necessary qualifications 
for such special examining work as may be required, the Director 
of Civil Service is authorized to employ at a reasonable compensa- 
tion persons not in public employment for such work, which 
compensation shall be paid on the order of the Director of Civil 
Service out of the general funds appropriated for the purposes of 
the Bureau of Civil Service. 

(e) To make investigations and report upon all matters relat- Investigations, 
ing to the enforcement of this Act and the rules adopted here- 
under. In making such investigations the officers and duly 
authorized examiners of the Bureau of Civil Service are empowered 
to administer oaths, to summon witnesses, and to require the 
production of official books and records which may be relevant 
to such investigation, and they may also administer such oaths 
as may be necessary in the transaction of any official business of 
the Bureau of Civil Service. 

(/) To prepare and certify to the Governor-General rules Civil Service 
adapted to the carrying out of the provisions of this Act. It *^"^®^' 
shall be the duty of all officers in the Philippine civil service to 
aid, in all proper ways, in carrying said rules and any modifica- 
tions thereof into effect: Provided, That the rules so prepared 
and certified shall not take effect until approved by the Governor- 
General and promulgated by his executive order. 

Sec. 3. The rules to be prepared and certified by the Director Provisions o f 
of Civil Service shall, among other things, provide — rules. 

{a) For the preparation and holding in Manila and in the 
provinces of open competitive examinations for testing the fitness Competitive and 
of applicants for appointment to the classified service, and for the aminations. 
preparation and the holding of examinations in the United States 
under the auspices of the United States Civil Service Commission. 

(5) For the holding of competitive examinations when practi- 
cable: Provided, That appointment to those positions requiring 
technical, professional, or scientific knowledge may be made as 
a result of competitive or noncompetitive examination: And pro- 
vided further, That noncompetitive examinations may be given 
when applicants fail to compete after due notice has been given of 
an open competitive examination, or when in the opinion of the 
Director of Civil Service the holding of a competitive examination 
would not result in securing competitors. 

(c) For the selection of skilled workmen by such examinations, Skilled wo r k - 
competitive or noncompetitive, as may be practicable, and which 

need not relate to more than the capacity of the applicants to 
labor, their habits of industry and sobriety, and their honesty. 

(d) For the examination of applicants in Spanish and English Examinations 
whenever a knowledge of both languages is essential to an efficient English, 
discharge of the duties of the position sought. 

(e) For a thorough physical examination by a competent phy- Physical exami(- 
sician of every applicant for examination in the United States, 

for such physical examination in the Philippine Islands as in the 
discretion of the Director of Civil Service may be necessary, and 
for rejection of every applicant found to be physically disqualified 
for efficient service in the Philippine Islands. 
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Experience. (/) For the allowance in examinations of credit for experience. 

Certification of (n) For certification hj the Director of Civil Service to the 
ellKibles. 

different Bureaus and Offices of those rated highest according to 

average percentage on the civil service list of eligibles. 
Period of proba- [h] For a period of probation before the appointment or em- 
ployment is made permanent. 

Promotion ex- (i) For competitive or noncompetitive promotion examinations 
aminations. , ^.1.1 

whenever practicable. 

Transfers. (;) For transfers from one branch of the classified service to 

another, or from the Federal classified civil service of the United 
States to the classified civil service of the Philippine Islands, 
under limitations to be fixed by the rules. 

Reinstatements. (k) For the conditions under which reinstatements in the serv- 
ice may be made. 

Age limits. (1) For fixing age limits of applicants for entrance into the 

classified service. 

Applications. (m) For eliciting from all applicants for examination and 

from persons now in the service full information as to their 
citizenship, nativity, age, education, physical qualifications, and 
such other information as may reasonably be required afi'ecting 
their fitness for the service. 

{n) For the procedure in making appointments to the service, 
separations thereform, and suspensions and reductions therein. 

(o) For regulating hours of labor and the allowance of leaves 
of absence (including the withholding of salary for leave granted) 
and of traveling expenses and half salary for persons entitled 
thereto. 

Office. Sec. 4. The Bureau of Civil Service shall have a permanent 

office in the city of Manila. When examinations are held by the 
Bureau of Civil Service, either in Manila or in the provinces, 
officers having the custody of public buildings shall allow the 
reasonable use thereof for the purpose of holding such examina- 
tions. 

Illegal appoint- Sec. 5. (a) !N"o person shall be appointed or employed in the 
be^fthhel^ civil service of the Philippine Islands except as provided by law, 

or, in the provincial service, by a resolution of the proper pro- 
vincial board approved by the Executive Secretary, and in ac- 
cordance with this Act. No person appointed to or employed in 
the classified service in violation of law or of civil service rules 
shall be entitled to receive salary or wages from the Government, 
but the chief of the Bureau or Office who makes such unauthorized 
appointment or employment shall be personally responsible to the 
person illegally appointed for the salary which would have ac- 
crued to him had the appointment or employment been made in 
accordance with law and civil service rules, and payment shall 
be made to him out of the salary of such chief of the Bureau or 
Office by the disbursing officer. When the Director of Civil Serv- 
ice shall find that any person is holding a position in the clas- 
sified civil service in violation of law, he shall certify information 
of the fact to the Insular Auditor and to the disbursing officer 
through whom the payment of salary or wages to such person is 
by law required to be made. If the Insular Auditor shall find 
that a disbursing officer has paid or permitted to be paid salary 
or wages to any person illegally holding a classified position, the 
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whole amount paid shall be disallowed and the disbursing oflBcer 
shall not receive credit for the same unless the Insular Auditor 
shall find that the chief of the Bureau or Office is responsible, as 
above provided, for the payment of salary or wages to such person 
and that such payment is not due to the failure of the disbursing 
officer to obtain proper evidence as herein required. In case the 
disbursing officer is not responsible for the illegal payment, he 
shall be directed to withhold from the salary of the chief of the 
Bureau or Office responsible for the illegal employment an amount 
equal to that disallowed by the Insular Auditor. A disbursing 
officer, the head of any Department, Bureau, or Office, or the In- 
sular Auditor, may apply for, and the Director of Civil Service 
shall render, a decision upon any question as to whether a posi- 
tion is in the classified or in the unclassified civil service, or 
whether the appointment of any person to a classified position 
has been made in accordance with law, which decision, when ren- 
dered, shall be final unless reversed by the Governor-Greneral on 
appeal. 

(6) No person appointed to any unclassified position shall be Assignment of 
assigned to or employed in a position the duties of which are pj^jyelg^^to cl?s- 
clerical, nor shall he be assiemed to or employed in any other sified posi 1 1 o n s 

.,.'.,,,.., r ^ ^ ^ prohibited, 

position in the classified service. 

(c) No person appointed to a position in the classified service Assignments In 
shall, without the approval of the Director of Civil Service, be th^e classified serv- 
assigned to or employed in a position of a grade or character not 
contemplated by the examination from the results of which ap- 
pointment was made, unless otherwise provided by law. 

Sec. 6. In the appointment of officers and employees under the Preference in 
provisions of this Act, the appointing officer in his selection from ^^^^ ^ ^^^ ' 
the list of eligibles furnished to him by the Director of Civil 
Service shall, where other qualifications are equal, prefer — 

First. Natives of the PTiilippine Islands or persons who have, 
under and* by virtue of the treaty of Paris, acquired the political 
rights of natives of the islands. 

Second. Persons who have served as members of the Army, 
Navy, or Marine Corps of the United States and have been honor- 
ably discharged therefrom. 

Third. Citizens of the United States. 

Provided, hoioever, That with the approval of the Governor- Aliens. 
General, persons other than those hereinbefore named in this 
section may be appointed. 

Sec. 7. If competent persons are found in the service who in ^,7^^^?^^®^ ^ ^f 
the judgment of the appointing power are available and possess tion if possible, 
the qualifications required, vacancies in the position of chiefs and 
of assistant chiefs of Bureaus and Offices and in the position of 
superintendent shall be filled by promotion of such persons with- 
out examination: Provided, however, That an examination may 
be given when requested by the Governor-General or proper head 
of Department. 

Sec. 8. Any person who shall willfully and corruptly, by him- Frauds, 
self or in cooperation with one or more persons, defeat, deceive, 
or obstruct any person in the matter of his right of examination 
by the Bureau of Civil Service; or who shall willfully or cor- 
ruptly make a false rating, grading, estimate, or report upon 
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the examination or standing of any person examined hereunder, 
or aid in so doing; or who shall willfully or corruptly make any 
false representations relatire thereto or concerning the persons 
examined; or who shall willfully and falsely or corruptly use or 
furnish any information for the purpose of injuring the prospects 
or chances of employment, appointment, or promotion of any per- 
son so examined or to be examined, or who shall willfully furnish 
any special or secret information which will give to the person 
to be examined an unfair advantage in the examination, shall for 
each offense be punished by a fine not exceeding two thousand 
pesos, or by imprisonment for a period not exceeding one year, or 
by both such fine and imprisonment, in the discretion of the court. 
Beneficiaries of Sec. 9. Any person who shall willfully become the beneficiary 

"f T*fl lids 

of an act in violation of the last preceding section shall be 
punished as provided in that section. 

Political contri- Sec. 10. No person in the Philippine civil service shall be under 
obligation to contribute to a political fund or to render any 
political service, nor shall he be removed or otherwise prejudiced 
for refusing to contribute or render any such service, and no officer 
or employee in the Philippine civil service shall directly or in- 
directly solicit, collect, or receive from any other officer or employee 
subject to his orders or under his jurisdiction, any money or other 
valuable thing to be applied to the promotion of any political 
object whatever. Any person violating any of the provisions of 
this section shall be removed from office and shall be punished 
by a fine not exceeding one thousand pesos or by imprisonment 
not exceeding six months, or by both such fine and imprisonment 
in the discretion of the court. 

Political and . Sec. 11. No inquiry shall be made and no consideration what- 

ions. 6ver shall be given to any information relative to the political or 

religious opinions or affiliations of persons examined, or to be 

examined, for entrance into the service, or of officers or employees 

Disloyalty. in the matter of promotion: Provided, hoioever, That disloyalty to 

the United States of America as the supreme authority in these 
Islands shall be a complete disqualification for holding office in 

Insurrection. the Philippine civil service: And provided further, That no person 
shall be eligible for examination or appointment under the provi- 
sions of this Act who, after the thirtieth day of April, nineteen 
hundred and one, has been in arms against the authority of the 
United States in the Philippine Islands, or who has given aid 
and comfort to enemies of the United States or who after the 
passage of this Act shall have been in arms against the authority 
of the United States in the Philippine Islands or shall have given 
aid and comfort to the enemies of the United States; this provi- 
sion shall not apply to those persons who were in arms against 
the authority and sovereignty of the United States in the Phil- 
ippine Islands, or their aiders or abettors, prior to July fourth, 
nineteen hundred and two, who came within the provisions of the 
proclamation of amnesty of the President of the United States 
issued upon said date, and who have complied with the terms 
of said proclamation. 

Oath of appli- Sec. 12. Every applicant for admission to the Philippine civil 
^^^ ^' service shall, before being admitted to examination in the Islands, 
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take and subscribe the following oath before a notary public 
or other officer authorized to administer oaths: 



"OATH OF APPLICANT. 

"I , having applied for admission 

to the civil service of the Philippine islands, do solemnly swear 
(or affirm) that I recognize and accept the supreme authority of 
the United States of America in these Islands and will maintain 
true faith and allegiance thereto; that I will obey the laws, legal 
orders, and decrees promulgated by its duly constituted authori- 
ties; that I impose upon myself this obligation voluntarily, 
without mental reservation or purpose of evasion. So help me 
God. (The last four words to be stricken out in case of affir- 
mation.) 

(Signature) " 

"Subscribed and sworn to (or affirmed) before me this 

day of 19...- 



The oath of the applicant shall be filed with his application 
for examination. 

Sec. 13. The officers and employees in the Philippine civil Salary classes, 
service shall be arranged in the following classes, and, unless 
otherwise provided by law, it shall be understood that the mini- 
mum amount specified for each claSs indicates the annual salary 
of each officer or employee in that class: 

Class 1. All persons receiving an annual salary of six thousand 1 — ?6,000. 
pesos or more, or a compensation at the rate of six thousand pesos 
or more per annum. 

Class 2. All persons receiving an annual salary of five thousand 2 — ^?5,500. 
five hundred pesos or more, or a compensation at the rat€ of five 
thousand five hundred pesos or more, but less than six thousand 
pesos per annum. 

Class 3. All persons receiving an annual salary of five thousand 3 — ^^5,000. 
pesos or more, or a compensation at the rate of five thousand 
pesos or more, but less than five thousand five hundred pesos per 
annum. 

Class 4. All persons receiving an annual salary of four thou- 4 — ^^4,500. 
sand five hundred pesos or more, or a compensation at the rate of 
four thousand five hundred pesos or more, but less than five 
thousand pesos per annum. 

Class 5. All persons receiving an annual salary of four thou- 5 — ^^4,000. 
sand pesos or more, or a compensation at the rate of four 
thousand pesos or more, but less than four thousand five hundred 
pesos per annum. 

Class 6. All persons receiving an annual salary of three thou- 6 — P3,600. 
sand six hundred pesos or more, or a compensation at the rate of 
three thousand six hundred pesos or more, but less than four 
thousand pesos per annum. 

Class 7. All persons receiving an annual salary of three thou- 7 — ?3,200. 
sand two hundred pesos or more, or a compensation at the rate 
of three thousand two hundred pesos or more, but less than three 
thousand six hundred pesos per annum. 
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8 — P2,800. Class 8. All persons receiving an annual salary of two thou- 

sand eight hundred pesos or more, or a compensation at the rate 
of two thousand eight hundred pesos or more, but less than three 
thousand two himdred pesos per annum. 

9 — ?2,400. Class 9. All persons receiving an annual salary of two thou- 

sand four hundred pesos or more, or a compensation at the rate 
of two thousand four hundred pesos or more, but less than two 
thousand eight hundred pesos per annum. 

10 — ?2,000. Class 10. All persons receiving an annual salary of two thou- 

sand pesos or more, or a compensation at the rate of two thousand 
pesos or more, but less than two thousand four hundred pesos 
per annum. 

A — PI, 8 00. Class A. All persons receiving an annual salary of one thou- 

sand eight hundred pesos or more, or a compensation at the rate 
of one thousand eight hundred pesos or more, but less than two 
thousand pesos per annum. 

B — PI, 680. Class B. All persons receiving an annual salary of one thou- 

sand six hundred and eighty pesos or more, or a compensation at 
the rate of one thousand six hundred and eighty pesos or more, 
but less than one thousand eight hundred pesos per annum. 

C — PI, 440. Class C. All persons receiving an annual salary of one thou- 

sand four hundred and forty pesos or more, or a compensation 
at the rate of one thousand four himdred and forty pesos or 
more, but less than one thousand six hundred and eighty pesos 
per annum. 

D — Pl,200. Class D. All persons receiving an annual salary of one thou- 

sand two hundred pesos or more, or a compensation at the rate 
of one thousand two hundred pesos or more, but less than one 
thousand four hundred and forty pesos per annum. 

E — Pl,080. Class E. All persons receiving an annual salary of one thou- 

sand and eighty pesos or more, or a compensation at the rate 
of on^ thousand and eighty pesos or more, but less than one 
thousand two hundred pesos per annum. 

F — P960. Class F. All persons receiving an annual salary of nine hun- 

dred and sixty pesos or more, or a compensation at the rate of 
nine hundred and sixty pesos or more, but less than one thou- 
sand and eighty pesos per annum. 

G — P840. Class G. All persons receiving an annual salary of eight 

hundred and forty pesos or more, or a compensation at the rate 
of eight hundred and forty pesos or more, but less than nine 
hundred and sixty pesos per annum. 

H — P720. Class H. All persons receiving an annual salary of seven hun- 

dred and twenty pesos or more, or a compensation at the rate of 
seven hundred and twenty pesos or more, but less than eight 
hundred and forty pesos per annum. 

I P600. Class I. All persons receiving an annual salary of six hundred 

pesos or more, or a compensation at the rate of six hundred pesos 
or more, but less than seven himdred and twenty pesos per annum. 

J ^480 Class J. All persons receiving an annual salary of four hun- 

dred and eighty pesos or more, or a compensation at the rate 
of four hundred and eighty pesos or more, but less than six 
hundred pesos per annum. 

K — Less than Class K. All persons receiving an annual salary of less than 
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four hundred and eighty pesos, or a compensation at the rate of 

less than four hundred and eighty pesos per annum. 

Sec. 14. All appointments to and removals from subordinate Appointments 
. ii T^i ♦,. • . .1 . 1. n 1- J 1. J.T. ^°d removals, 

positions m the Philippine civil service shall he made by the 

chiefs of Bureaus or Offices subject to the approval or direction 
of the Governor-General or proper head of Department: Provided, 
however, That semiskilled or unskilled laborers whose employment 
is authorized by law may be employed and discharged by chiefs 
of Bureaus or Offices under the general control of the Governor- 
General or proper head of Department. The employment or 
discharge of temporary or emergency employees shall be made and 
reported in accordance with the provisions of this Act. 

Sec. 15. In case of the temporary absence or disability of the Acting officers, 
chief of any Bureau or Office, or in case of a vacancy in such 
position, any officer or employee in such Bureau or Office may be 
designated by the Governor -General or proper head of Department 
temporarily to perform the duties of such chief of Bureau or 
Office without additional compensation unless there is a vacancy 
in the position or the chief is absent from duty without pay and 
unless the order designating such person shall provide additional 
compensation, in which latter case the person designated shall 
receive the compensation provided in said order, not exceeding the 
salary authorized by law for sa,id position. In case of the 
temporary absence or disability of any subordinate officer or 
employee in any Bureau or Office, the chief of such Bureau or 
Office may designate any other subordinate officer or employee in 
his Bureau or Office temporarily to perform the duties of the 
officer or employee who is thus absent or disabled, and it shall 
be the duty of the person so designated to perform the duties so 
assigned to him without additional compensation. Whenever 
any officer or employee shall be designated by proper authority 
for the temporary performance of the duties of chief or of any 
subordinate officer or employee of a Bureau or Office, the person 
so designated shall be reimbursed for any additional expense 
which he is obliged to incur on account of a bond premium in the 
position to which he has been so designated, and such reimburse- 
ment shall be made from the appropriation for the Department, 
Bureau, or Office in which the services are rendered by reason • 
of such designation: Provided, That no reimbursement shall be 
made to persons receiving the full compensation attached to the 
position the duties of which they are designated to perform as 
herein set forth. 

Sec. 16. For neglect of duty or violation of reasonable office - ^®^^„^*i„®™' 
^ •^ fines, and suspen- 

regulations, or in the interests of the public service, chiefs of sions. 
Bureaus or Offices are hereby authorized to reduce the salary or 
compensation of any subordinate officer or employee, to deduct 
from his pay a sum not exceeding one month's pay, or as a punish- 
ment to suspend him without pay for a period not exceeding two 
months; Provided, however, That if the officer or employee thus 
punished is in the classified service or is entitled to the accrued 
leave provided for in this Act such deduction from pay or such 
suspension without pay as a punishment shall receive the approval 
of the Governor-General or proper head of Department, after having 
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been submitted to the Director of Civil Service for recommenda- 
tion : And provided further, That any reduction in salary or deduc- 
tion of pay or any punishment by suspension without pay as 
provided for in this section shall not affect the right of the person 
thus disciplined to accrued leave of absence, but in the event of 
his suspension from duty no accrued leave of absence shall be 
allowed for the time he is thus suspended as a punishment: And 
provided further, That when the chief of a Bureau or Office 
suspends an officer or employee pending investigation of charges 
against such officer or employee, and subsequently restores such 
officer or employee to duty, no payment shall be made for the 
period of suspension unless otherwise directed by the Governor- 
General or proper head of Department. 

Power of Com- Sec. 17. Nothing herein shall be construed to prevent the Phil- 
mission to appoint ..^..- ,. -xxx 
and remove. ippme Commission from making appomtmento to or removals 

from positions in the Philippine civil service of its own motion 

under the general powers conferred upon it by the instructions of 

the President of the United States. 

More than one Sec. 18. Upon the approval of the Governor-General or proper 

position. head of Department first had, a vacancy in a position of any class 

may be filled by the appointment of one person or more of a lower 

class : Provided, That the aggregate of salaries paid is not greater 

tnan the salary authorized by law for that position. 

Changes in posi- Sec. 19. With the approval of the Governor- General or proper 

^lons an head of Department, and after the recommendation of the Director 

of Civil Service has been had as to the matter, any chief of Bureau 
or Office may make changes in the authorized positions and salaries 
of his Bureau or Office: Provided, That the total charge for 
salaries and wages shall not exceed the amount authorized by law : 
And provided further. That the positions or salaries of officials 
appointed by the Secretary of War, or by the Governor-General 
with the advice and consent of the Philippine Commission, shall 
not be subject to change as hereinbefore provided. 
Consolidation of Sec. 20. Whenever in his judgment the public interest will be 
promoted by the consolidation of two or more appointive positions, 
the Governor-General may declare such positions to be consoli- 
dated, may fix the salary of the position resulting thijrefrom at 
not to exceed seventy-five per centum of the sum of the salaries 
of the positions consolidated, and may apportion the salary so 
fixed among the branches of the government served by the officer 
or employee receiving the same. 
Restoration of Sec. 21. Whenever two or more appointive positions have been 

tioifs^ to^ previous consolidated as provided in the preceding section of this Act, the 

status. Governor-General may restore them to their previous status when 

in his opinion the public interest is no longer served by such 
consolidation, and thereupon the salaries payable to the separated 
positions shall be the same as were authorized at the time of 
consolidation. 
Office hours. Sec. 22. The required office hours of all Bureaus and Offices 

in the Philippine civil service shall be fixed by executive order of 
the Governor- General, but they shall not be less than six and one- 
half hours of labor each day, not including time for lunch and 
exclusive of Sundays and of days declared public holidays by law 



29 



or executive order : Provided, That when the nature of the duties 
to be performed or the interests of the public service require it, 
officers and employees may, by direction of the chief of the Bureau 
or Office, be required to work on Sundays and holidays without Sundays and 
additional compensation unless otherwise specifically authorized by ° ^^^* 
law. It shall be the duty of chiefs of Bureaus or Offices to require 
of all employees, of whatever grade or class, not less than the 
number of hours of labor authorized by law or executive order, 
but the head of any Department, Bureau, or Office may, in the 
interests of the public service, extend the daily hours of labor 
therein specified for any or all of the employees under him, and 
in case of such extension it shall be without additional compensa- 
tion unless otherwise provided by law: Provided, however, That 
from the first day of April to the fifteenth day of June, both Reduction dur- 
dates inclusive, in each year, the heads of the Bureaus and Offices 
of the Insular Governrtient, of the provincial governments, and of 
the city of Manila, are hereby authorized, without need of an 
executive order by the Governor-General, to reduce the required 
hours of labor on each working day to five hours, which shall be 
from seven o'clock and 'thirty minutes in the morning to twelve 
o'clock and thirty minutes in the afternoon, when in their judg- 
ment the transaction of public business will not suffer thereby, 
or to again extend, at any time within the said period, the said 
hours for any or all of the employees under them, if in their 
discretion it be necessary in the interests of the public service: 
And provided further, That on Saturdays throughout the year the Saturdays. 
Governor-General may, by executive order, reduce the required 
number of hours of labor to five hours. This executive order shall 
not oblige the head of a Department, Bureau, or Office in the 
Philippine civil service to reduce the hours of labor to five hours, 
but it shall be within his discretion to reduce the number of hours 
if consistent with the needs of the public service; nor shall this 
provision be regarded as conferring a right upon officers or em- 
ployees. Unless specifically authorized by law no payment shall 
be made for overtime work. The length of sessions of the courts 
shall be regulated by existing law, and the provisions of this sec- 
tion shall not apply to judges. The number of hours for the daily 
sessions of the public schools shall be fixed by the Secretary of 
Public Instruction, but they shall not be less than five hours a 
day. 

Sec. 23. {a) After at least two years' continuous, faithful, 
and satisfactory service, the Governor- General or proper head of 
Department shall, subject to the necessities of the public service, 
and upon proper application therefor, grant each regularly and 
permanently appointed officer or employee in the civil service. 
Insular or provincial, or of the city of Manila, except. as herein- 
after provided, accrued leave of absence with full pay, inclusive 
of Sundays and of days declared public holidays by law or 
executive order, for each year of service in accordance with the 
following schedule: An employee receiving an annual salary of Schedule. 
less than eighteen hundred pesos shall be granted twenty days* 
leave ; an employee receiving an annual salary of from twelve 
hundred to eighteen hundred pesos with board and quarters, 
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and an officer or employee receiving an annual salary of eighteen 
hundred pesos or more, but less than three thousand six hundred 
pesos, shall be granted thirty days' leave; an officer or employee 
receiving an annual salary of three thousand six hundred pesos 
or more, shall be granted thirty-five days' leave. Leave shall 
accrue while an officer or employee is on duly authorized leave 
of absence with pay. 

{&) If an officer or employee elects to postpone the taking of 
any or all of the leave to which he is entitled under this section, 
such leave may accumulate and if his salary changes he shall 
receive the same amount of leave and pay as if he had taken 
the leave while receiving the salary at which it accrued: Pro- 
vided, however, That after January first, nineteen hundred and 
five, no person shall at any time have to his credit more than 
the accrued leave allowed for five years' service. 

(c) An officer or employee who has served in the Islands for 
Visiting the three years or more, and who has accumulated to his credit the 
other countries, accrued leave allowed for two full years, may be granted permis- 
sion to visit the United States or any other country in the 
discretion of the Governor -General or proper head of Department, 
with the half -pay and traveling-expense allowances hereinafter 
provided: Provided, That such permission shall not be granted 
oftener than once in every three years. 

{d) A person in the teaching service shall not be granted 
accrued leave in accordance with the schedule provided in this 
section, but in lieu thereof he may be granted leave on full pay 
during vacation periods, with permission to spend a vacation 
period in the United States or in any other country with the 
approval of the Secretary of Public Instruction, not oftener than 
once in every three years. 

{e) In case an officer, teacher, or other employee is granted 
leave to visit the United States, he shall be allowed with half 
pay, in addition to the leave granted, sixty days for the time 
occupied by him in going to and returning from the United 
States if he is serving in Manila, and if serving in the provinces 
sixty days plus the actual and necessary time consumed from date 
of departure from station to date of departure from Manila, and 
on returning, from date of arrival at Manila to date of arrival at 
station, such half salary to be paid on return to duty; if he is 
granted permission to visit any other country he shall be allowed 
under the same conditions, and in lieu of the sixty days' half 
pay above provided, actual and necessary travel time with half 
Return travel- pay not exceeding sixty days. On the completion of two years of 
continuous, faithful, and satisfactory service, after returning to 
the Islands from leave of absence to visit the United States 
granted for three or more years' service, he shall be allowed his 
actual and necessary traveling expenses from his place of residence 
in the United States to Manila if he come by the route and 
steamer directed, and if returning from any other coimtry or 
from the United States, not residing therein, he shall be allowed 
his actual and necessary traveling expenses to Manila from the 
port of embarkation in the United States or such other country 
not exceeding four hundred pesos. 
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{f) The following" classes of persons shall not be entitled to Persons not en- 
the leave provided in this section: 

1. Semiskilled and unskilled laborers and skilled laborers here- 
after appointed whose rate of compensation is less than two 
thousand pesos per annum. 

2. Temporary and emergency employees. 

3. Persons whose compensations are authorized at other than 
a per annum rate, except officers detailed from the military, 
naval, or civil service of the United States. 

4. Persons enlisted for a term of years. 

5. Detectives hereafter appointed except where appointment 
is by transfer from a leave-earning position, and secret agents. 

6. Messengers and watchmen. 

7. Postmasters who are required to perform the duties of 
telegraph operators except postmasters who are appointed subject 
to the examination requirements of this Act, postmasters at 
Army posts whose compensation does not exceed one thousand 
two hundred pesos per annum each, ai\d operators and linemen 
in the Bureau of Posts. 

8. Persons who receive compensation for official duties per- 
formed in connection with private business, vocation, or profes- 
sion, such duties requiring only a portion of their time. 

(g) The provisions of this section shall be retroactive in Retroactive pro- 
effect so as to entitle officers and employees of the Philippine ^ ® ^°®" 
civil service, whether serving as such by regular appointment 
or by detail from the Army, the Navy, or the civil service of 
the United States, previous to the passage of this Act, to any 
accrued leave to which they would have been entitled had Act 
Numbered Eighty, as amended, been applicable to them at the 
date of their employment or detail, computing the leave in the 
case of an officer on the basis of the salary and allowances 
received while on detail, and in the case of an enlisted man on 
the basis of first salary received in the Philippine civil service. 
No application for leave of absence presented by an officer or Time limit for 
employee shall be considered if his application is not presented filing a p p 1 1 c a- 
within six months of the date of the acceptance of his resignation. 

{h) An officer or employee separated from the service for Forfeiture of 
cause, or who commits an act which requires his separation 1®^"^®- 
from the service, shall not be granted leave or any of the other 
privileges provided in this section and in the following sections. 

Sec. 24. After at least six months' continuous, faithful, and Vacation leave, 
satisfactory service the Governor-General or proper head of 
Department may, in his discretion, grant to each officer or 
employee entitled to the accrued leave provided in this Act, in 
addition to such accrued leave, vacation leave of absence with 
full pay, inclusive of Sundays and of days declared public 
holidays by law or executive order, for each calendar year of 
service, in accordance with the following schedule: An officer or Schedule, 
employee receiving an annual salary of less than two thousand 
pesos may be granted twenty-one days' vacation leave; an 
officer or employee receiving an annual salary of two thousand 
pesos or more, or a trained nurse, may be granted twenty-eight 
days' vacation leave. Vacation leave must be taken within the 
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calendar year in which it is earned, or in the first two months of 
the following calendar year. The vacation leave provided for only 
one calendar year may be allowed in connection with accrued leave 
granted. In cases of resignation, vacation leave shall not be 
allowed in addition to accrued leave. All applications for vacation 
leave shall be made on a form prescribed by the Director of Civil 
Service, 
of Sec. 25. (a) Absence from duty of teachers, due to illness, 
° shall be charged against their vacations, and with the consent 
of the Secretary of Public Instruction they may remain on 
duty during vacations for a period equal to that lost on account 
of illness, in which case no deduction of pay shall be made on 
account of absence caused by illness. 

Absence of other ( h ) Absence of other regularly and permanently appointed 

fnliess^^^^ ^^ ^ officers and employees in the Philippine civil service on account 

of illness shall be charged first against vacation leave and then 

against accrued leave, until both are exhausted, when further 

absence shall be without pay. 

Pay for absence (c) Payment of salary to an officer or employee for any 
^ ^ absence during his first six months of service properly charge- 
able to vacation leave, or during his first two years of service 
properly chargeable to accrued leave, shall be withheld until such 
leave may properly be taken under the provisions of this Act: 
Provided, koicever, That in case of absence due to illness the 
Governor-General or proper head of Department may direct that 
payment for such absence be not withheld if not in excess of the 
vacation and accrued leave to his credit. 

{d) In case an officer or employee in the civil service, Insular 
or provincial, or of the city of Manila, permanent or temporary, 
is wounded or injured in the performance of duty, the Governor- 
General or proper head of Department may direct that absence 
during the period of disability caused by such wound or injury 
shall be on full pay for a period not exceeding six months: 
Provided, That if the officer or employee is entitled to the vaca- 
tion leave provided in section twenty-four of this Act, absence 
for this reason shall be charged first against such vacation 
leave: And provided further j That the Governor-General or 
proper head of Department may, in his discretion, authorize 
payment of medical attendance, necessary transportation, and 
hospital fees for officers and employees so wounded or injured: 
And provided further, That payments made under this paragraph 
shall not be made from the appropriation for general purposes 
when the Bureau or Office concerned has an available appropria- 
tion for contingent expenses or public works, as the case may 
be, from which such payments can be made, nor shall the provi- 
sions of this section be construed to cover sickness as dis- 
tinguished from physical wounds. 

Sec. 26. If a regularly appointed officer or employee in the 
Philippine civil service who has rendered faithful and satisfactory 
service shall die while in the service^ the unused accrued leave 
that might have been granted at the time of death shall be 
determined, and the salary equivalent of the accrued leave shall 
be paid to the person or persons entitled to receive his estate. 
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Seg. 27. The Governor-General or proper head of Department Commutation of 
may, in his discretion, commute accrued leave of absence granted 
to persons entitled thereto and vacation granted to teachers, 
and authorize the payment of the amounts so granted in a 
gross sum from the appropriation from which their salaries 
should properly be paid: Provided, That whenever upon the 
resignation or death of an officer or employee it is in the 
interests of the public service that the position occupied by him 
be immediately filled, the Governor-General or proper head of 
Department may direct that the leave granted him be commuted 
from any unexpended available funds appropriated for salaries 
and wages in the Bureau, Office, or province from which separated : 
And provided further. That except on retirement from the 
service, leave of absence shall not be commuted to any officer 
or employee who remains in the Islands during the period of 
his leave: And provided further, That no officer or employee 
whose leave of absence has been commuted shall be permitted 
to return to duty before the expiration of the period covered 
by such leave until he has refunded to the proper disbursing 
officer the money value of the unused portion of the leave of 
absence so commuted: And provided further, That in the case of 
an officer or employee separated from the service through lack 
of work or the abolition of his position, the Governor-General or 
proper head of Department may, in his discretion, allow the 
reinstatement of such officer or employee without requiring the 
refund of the money value of the unused portion of the leave of 
absence hereinbefore mentioned. 

Sec. 28. All applications for accrued leave of absence shall Applications for 
be made on a form prescribed by the Director of Civil Service, 
and shall first be acted upon by the chief of the Bureau or 
Office, and by him submitted to the Director of Civil Service for 
recommendation. The application shall then be forwarded to 
the head of the department in which the applicant is. employed 
for his final decision, except in respect to those Bureaus or 
Offices not under any department, in which case it shall be 
forwarded to the Governor-General for his final decision: Pro- 
vided, however, That the Governor-General or proper head of 
Department may authorize the Director of Civil Service to 
grant accrued or vacation leave of absence in all cases in which 
he approves the recommendations of the chief of the Bureau 
or Office in regard to such leave. 

Sec. 29. The appointment of all persons residing in the Conditions ^o^ 
United States to the Philippine civil service, whether by transfer the United States, 
from the United States civil service or otherwise, shall be 
subject to the following conditions: 

{a) A person residing in the United States who is appointed '^^^^^^}^%r^^ ^^ 
to the Philippine civil service may pay his traveling expenses 
from the place of his residence in the United States to Manila: 
Provided, That if any part of his traveling expenses is borne 
by the Government of the Philippine Islands, ten per centum 
of his monthly salary shall be retained until the amount retained 
is equal to the amount borne by the Government: And provided 
further, That if he shall come by the route and steamer directed 
91896 3 
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his actual and necessary traveling expenses shall be refunded 
to him at the expiration of two years' satisfactory service in the 
Philippines. 

(6) He shall be allowed half salary from the date of em- 
barkation and full salary from the date of his arrival in the 
Islands: Provided, That he proceed directly to the Islands; 
otherwise he shall be allowed half salary for such time only as 
is ordinarily required to perform the journey by the route 
directed: And provided further, That such half salary shall not 
be paid until after the expiration of two years of satisfactory 
service in the Philippines. 

(c) A person residing in the United States accepting an ap- 
pointment to a position in the civil service of the Government 
of the Philippine Islands under the conditions named in this 
Act, shall, before receiving such appointment, execute a contract 
and deliver it to the Chief of the Bureau of Insular Affairs, War 
Department, wherein the appointee shall stipulate that he will 
remain in the service of the Government of the Philippine Islands 
for at least two years unless released by the Governor -General 
or proper head of Department. A breach of the conditions pro-' 
vided in the contract or a removal for cause shall require the 
proper officer to withhold payment of all salary and traveling 
expenses due to the person employed and who has violated the 
conditions of Tiis contract or been removed for cause, and shall 
debar such person from ever entering again the public service of 
the Philippine Government in any of its branches. In such case 
an action shall lie for the recovery of the amount expended by 
the Government in bringing the employee to the Philippine Islands. 

id) Irrespective of leave granted, a regularly appointed officer 
or employee who has rendered continuous, faithful, and satis- 
factory service for three years or more after arrival in the 
Philippine Islands, shall, upon his retirement from the service, 
be allowed half salary for thirty days in addition to full salary 
for the period which may be granted him as leave of absence 
under the provisions of this Act; and if appointed prior to 
January twelfth, nineteen hundred and four, he shall also be 
furnished transportation from Manila to San Francisco, or trans- 
portation of equal cost to the government by any other route: 
Provided, That such transportation must be used within six 
months after retirement from the service. 

Sec. 30. The provisions of this Act shall not apply to judges 
of the Supreme Court, the Courts of First Instance, or the Court 
of Land Registration, but their leaves of absence and traveling 
expenses shall be governed by existing law or such law as may be 
hereafter enacted. 

Sec. 31. All special contracts made with appointees of the 
Philippine civil service prior to the passage of this Act shall 
remain unaffected by the terms and provisions of this Act. 

Sec. 32. Act Numbered Five as amended by Act Numbered 
Forty-seven, section two of Act Numbered Seventy-eight, sections 
three and four of Act Numbered One hundred and sixty-seven as 
amended by sections one and two of Act Numbered Three hundred 
and six, Act Numbered One hundred and sixty-eight. Act |^um- 
bered Two hundred and twenty, Act Numbered Three hundred 
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and six, Act Numbered Five hundred and eighty-nine, and Act 
Numbered One thousand and seventy-two ; Act Numbered Twenty- 
five as amended by Act Numbered Three hundred and one. Act 
Numbered Three hundred and twenty-nine, Act Numbered Five 
hundred and eighty-eight, and Act Numbered One thousand and 
ninety-six; sections one and nineteen of Act Numbered One 
hundred and two; Act Numbered Three hundred and ninety- two; 
Act Numbered Four hundred and eight as amended by Act 
Numbered Eleven hundred and ninety-seven; Act Numbered Six 
hundred and twenty-six; Act Numbered One thousand and forty 
as amended by Act Numbered Twelve hundred and seventy- six; 
Act Numbered Sixteen hundred and seven; Act Numbered Sixteen 
hundred and seventy-four; sections three, four, five, and six of 
Act Numbered Sixteen hundred and seventy-nine; and all other 
Acts or parts of Acts inconsistent \yith this Act; are hereby 
repealed: Provided, That nothing in this section shall be deemed 
to revive Act Numbered Eighty or any other Act repealed by any 
of the Acts herein mentioned. 

Sec. 33. The public good requiring the speedy enactment of EJffective date, 
this bill, the passage of the same is hereby expedited in accordance 
with section two of "An Act prescribing the order of procedure 
by the Commission in the enactment of laws," passed September 
twenty-sixth, nineteen hundred. 

Sec. 34. This Act shall take effect on August thirty-first, 
nineteen hundred and seven, and shall be known as the Revised 
Civil Service Act. 

Enacted, August 26, 1907. 
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THE GOVERNMENT OF THE PHILIPPINE ISLANDS, 
EXECUTIVE BUREAU. 

Manila, P. I., January 9, 1909. 
Executive Obdeb ) 
No. 5. i 

P r m u Igating In the exercise of power conferred by the Act of Congress of 
July first, nineteen hundred and two, known as the "Philippine 
Bill," and by Act Numbered Sixteen hundred and ninety-eight of 
the Philippine Commission, known as the "Revised Civil Service 
Act,'' the Governor-General hereby approves and promulgates the 
following Civil Service Rules prepared and certified by the Director 
of Civil Service, in lieu of the Civil Service Rules promulgated 
September first, nineteen hundred and four, and amendments 
thereof : 



Regulations. 



Forms. 



Application 
rules. 



Definition 
terms. 



Citizenship. 



Rule I. — General provisions and definition of terms. 

I. The Director of Civil Service shall have authority to pre- 
scribe such regulations in pursuance of and in execution of these 
rules as are not inconsistent therewith, and shall prescribe blank 
forms for all applications, examinations, certifications, reports, 
records, and returns received under these rules and the regulations 
made in pursuance thereof, 
of 2. Except as provided therein, the first twelve rules apply to 
the classified service only; the remaining rules have a general 
application to both the classified and the unclassified service, 

3. The several terms hereinafter mentioned, wherever used in 
these rules, shall be construed as follows: 
of [a) The term "Director" refers to the Director of Civil Service. 

(&) The term "grade" refers to a number of positions or em- 
ployees arranged in a group upon the basis of the duties performed, 
without regard to the salaries received. 

[c) The term "class" refers to a number of positions or em- 
ployees arranged in a group upon the basis of the salaries received, 
without regard to the duties performed. 

[d) Whenever the term "officers" is used it shall be understood 
to refer to civil officers employed in, or military officers detailed 
to, the Philippine civil service. 

[e) The term "classified service" includes all positions in the 
Philippine civil service not exempted from examination require- 
ments by the Revised Civil Service Act. 

{f) All printed "forms" mentioned in these rules refer to forms 
of the Bureau of Civil Service. 

Rule II. — Applications for examination. 

1. No applicant shall be admitted to examination who has not 
taken the oath of allegiance to the United States and who is not 
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a citizen of the United States, a native of the Philippine Islands, 
an honorably discharged soldier, sailor, or marine of the United 
States, or a person who has under and by virtue of the treaty of 
Paris acquired the political rights of natives of the Islands, except 
that the requirement of citizenship may be waived by the Grovernor- 
Greneral as provided by law. 

2. All applicants for examination and persons now in the service Information 
must furnish full information as to their citizenship, nativity, 
age, education, physical qualifications, and such other information 
as may reasonably be required affecting their fitness for the 



be furnialied. 



Loyalty. 



Enlisted men. 



Age limits. 



3. No applicant shall be admitted to examination or be ap- Physical 
pointed in the United States to this service originally, by rein- 
statement, or by transfer, until he has been thoroughly examined 
by a competent physician and found to be physically qualified for 
efficient service in the Philippine Islands. A physical examina- 
tion may, in the discretion of the Director, be required of ap- 
plicants for examination in the Philippine Islands. 

4. No applicant shall be admitted to examination in the Phil- 
ippine Islands until he has furnished evidence satisfactory to the 
Director of his loyalty to the supreme authority of the United 
States of America in these Islands. 

5. No application for examination shall be accepted from any 
person serving in the Army, the Navy, or the Marine Corps of 
the United States unless written consent of the proper authority 
under whom such person is serving is filed with his application. 

6. No application for examination for entrance into the clas- 
sified service shall be accepted from any applicant who is under 
eighteen or over forty years of age: Provided^ That in the in- 
terest of good administration, the Director, with the concurrence 
of the Governor-General or proper head of Department, may by 
regulation determine the age limitations within the maximum 
and minimum limits herein specified, and confine competition for 
such positions to persons who meet the requirements as to age: 
Afid provided further, That whenever in the discretion of the 
Director the needs of the service require it, the age limitations 
named herein may be extended for any particular kind of 
examination. 

7. The Director may, in his discretion, refuse to examine an Dlsquallflca- 
applicant, or to certify or attest an appointment of an eligible, ment. 

who is physically unfitted for the performance of the duties of 
the position to which he seeks appointment; or who has been 
guilty of a crime, or of infamous, notoriously disgraceful, or 
immoral conduct, drunkenness, or dishonesty; or who has been 
dismissed from the service for other delinquency or misconduct; 
or who has intentionally made a false statement in any material 
fact, or practiced or attempted to practice any deception or fraud 
in securing his examination, registration, or appointment. Any 
of the foregoing disqualifications shall be good cause for the 
removal of the person from the service after his appointment. 

Rule III. — Examinations, 

1. Exflrminations of a suitable and practical character, ab- Chw-acter 
aolutely impartial, and involving such subjects and tests, includ- 
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ing experience, as the Director may determine, shall be held to 
ascertain the relative capacity and fitness of applicants for the 
positions to which they seek to be appointed. 
Examinations 2. Whenever the Director shall find, after consultation with 
Spanish. ^ ^^ ^^^ heaA of the proper Department, Bureau, or Office, that a 
knowledge of both the Spanish and the English languages is 
essential to an efficient discharge of the duties of a position to 
be filled, he shall test English-speaking applicants as to their 
knowledge of the Spanish language, and Spanish-speaking ap- 
plicants as to their knowledge of the English language. 

Exami nation 3. No person shall be appointed to, or employed in, any clas- 
prerequiaite to ap- ._ , ... , , v „ , K \. • x- 

polntment. sified position unless he shall have passed the examination 

provided therefor, or unless he is specially exempt from such 

examination by the provisions of the Revised Civil Service Act 

and rules. 

Noncompetitive 4. No noncompetitive examination shall be held except: 

*^*°^ * (a) When applicants fail to compete after due notice has been 

given of an open competitive examination, or when in the opinion 
of the Director the announcing of a competitive examination 
would not result in securing competitors. 

(6) To test fitness for promotion, reinstatement, or transfer. 
Places of exam- 5. Examinations in the Philippine Islands shall be held in 

^°* ^^' Manila and in the provinces upon such dates as the Director 

may deem best for the interests of the service and the convenience 
of applicants, and examinations in the United States will be held 
under the auspices of the United States Civil Service Commission 
at the request of the Director. 
Examining com- 6. The Director may appoint with the approval of the Governor- 

cial examiners. General or proper head of Department such examining committees 
or special examiners as he may deem necessary from officers and 
employees in the Philippine civil service. The members of exam- 
ining committees and special examiners so appointed are exam- 
iners of the Bureau of Civil Service, and shall perform such 
duties as the Director may require in connection with examina- 
tions, investigations, appointments, and promotions, and in the 
performance of such duties they shall be under his direct and sole 
control and authority. The duties performed by members of exam- 
ining committees and special examiners shall be considered part 
of the duties of the office in which they are serving, and time shall 
be allowed for the performance of such duties during the office 
hours of said office. 

Use of public 7. All officers of the Philippine civil service shall facilitate the 
buildings. ^-^ 

holding of civil service examinations, and officers having the 

custody of public buildings at places where such examinations are 

to be held shall, for this purpose, permit and arrange for the 

use of suitable rooms under their charge and for furnishing and 

lighting the same when required. 

Rule IV. — Rating of papers and eligibility. 

Rating of exam- 1. Examination papers shall be rated according to their excel- 
lence on a scale of one hundred and the subjects of each examina- 
tion shall be given such relative weights as the Director shall 
prescribe. After a competitor's papers have been rated he shall 
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be duly notified of the result thereof by the Director or by the 
head of his Bureau or Office at the request of the Director 

2. Every competitor who attains a general rating of seventy or EliglblHtv to r 
over shall be eligible to appointment, subject to the provisions of aPPolntment. 
these rules, to the position for which he was examined, and the 
names of eligibles shall be entered in the order of their general 
ratings, without regard to the date of examination, on the proper 
register of eligibles. '^ 

3 The period of eligibility shall be one year from the date on Period of ellei- 
which the name of the eligible is entered on the register, but this •"»"! *"^' 

period may be extended for a particular kind of examination if 
m the discretion of the Director, the needs of the service warrant 
It: Provided, That in case an eligible shall be mustered into the 
military or naval service of the United States at a time when the 
United States is engaged in war or in suppressing an insurrec- 
tion, his period of eligibility shall, under such conditions as the 
Director may prescribe, be considered as suspended during the 
time he is serving in the Army or Navy of the United States- 
And provided further, That the eligibility to appointment of any 
person resulting from examinations held only in the Philippine 
Islands shall be suspended during the absence of such person from 
the Philippine Islands. 

Rule V.— Certifications. 
^ A vacancy in a classified position, if not filled by promotion, PlUlng o( vacan- 
reduction, transfer, or reinstatement, or through noncompetitive "='««• 
examination, shall be filled under the following provisions- 

1. The appointing officer shall make requisition upon the proper Requisition for 
lorm, tor the names of eligibles for the position vacant, specifying certification (form 
the duties of the position, and the Director shall certify to said 
officer from the proper register the three names at the head thereof 
which have not been three times certified to the Bureau or Office 
m which the vacancy exists: Provided, That certification for tem- 
porary appointment shall not be counted as one of the three certi- 
fications to which an eligible is entitled: And provided further, 
Ihat whenever the request for certification, or any law, rule or 
regulation shall call for persons of one sex, those of that sex shall 
be certified; otherwise sex shall be disregarded in certification. 

2 The appointing officer shall select one of the three names Selections, 
certified, and if at the time of selection there are more vacancies 
than one, he may select more than one name: Provided, That if an 
appointing officer shall object to an eligible certified, stating that 
because of disloyalty, physical defect, mental unsoundness, or moral 
or other disqualification particularly specified in section seven of 
Rule II, such eligible would be unsuitable for the position to be 
filled, and if said officer shall support such objections with evidence 
satisfactory to the Director, certification shall be made of the 
eligible on the register whose rating is next below those already 
certified in place of the one to whom objection is made and sus- 
tained. 

3. In making selections from certifications of eligibles by the Preferenc m 
Director, appointing officers shall, when other qualifications are selection. 
eqi»l, prefer: 

First. Natives of the Philippine Islands. 
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Second. Honorably discharged soldiers, sailors, and marines of 
the United States. 
Exami nation 4. The Director, whenever practicable, shall forward to the 
tiflcatlons. appointing officer in connection with each certification the applica- 

tions and examination papers of the persons certified, and said 
officer may summon personally before him the eligibles certified 
and make such inquiries of them as he may think proper. The 
papers forwarded by the Director to the appointing officer for his 

Notice of selec- information shall be returned to the Director with notice of, selec- 
tion (form 18). ^.^^ ^^ ^^^ p^^p^^ j^^^ 

Notification of 5. Whenever a person residing in the Philippine Islands or in 
pointmSit. °^ ^^ ^^^ United States is selected for appointment to the classified civil 
service, the appointing officer shall notify the Director and the 
Director shall notify the appointee. Upon his reporting for duty, 
the appointing officer shall immediately forward to the Director 
probationary appointment on Form Numbered Thirty-three; such 
appointment is not to be made effective prior to the date upon 
which the appointee actually enters upon the performance of his 
Effective date of duties. If the eligible was provisionally appointed in the United 
appo n men s. States^ his probational appointment will be effective the day fol- 
lowing' the date of his actual landing in the Philippine Islands, 
provided he reports immediately at the office of the Bureau of Civil 
Probatio nary Service, and leave shall not accrue prior to date of guch probational 
appointment. At the expiration of the probationary period of 
six months, if his conduct and capacity are satisfactory to the 
appointing officer, his retention in the service shall be equivalent 
to his absolute appointment; but if his conduct and capacity be 
not satisfactory, he may at any time during or at the expiration 
of his probationary period be notified by the appointing officer that 
he will not receive absolute appointment because of such unsatis- 
factory conduct or want of capacity, and such notification, without 
Discharge or re- other formality, shall discharge him from the service. Full report 
tliner ""^ ^^''^^' ^f ^^^ ^^^s^ ^^ ^^6 discharge shall be made to the Director. A 
probationer may be reduced in class or grade at any time during 
or at the expiration of his probationary period by a notification 
of reduction from the appointing officer without other formality; 
in such case the appointing officer shall immediately forward to 
the Director new appointment on the prescribed form accom- 
panied by a full statement of the cause of the reduction. The 

Eligibility of pro- name of a probationer who has been separated from the service 
Dationer if s6Da~ 
rated. ' without delinquency or misconduct may be restored to the register 

of eligibles, in the discretion of the Director, for the remainder 

of his period of eligibility. 

Waiver of cer- 6. For reasons satisfactory to the Director an eligible may 
polntment. waive certification or decline appointment without losing his posi- 

tion on a register. Should any eligible decline appointment 
without the approval of the Director, his name shall be dropped 
from the register. Waiver of certification or declination of 
appointment shall not be approved more than twice from the same 
register. 

Appointments to 7. Ortification for original appointment shall, whenever prac- 
ticable, be made to the lowest class in a grade, but a vacancy in 
a position in any class requiring the exercise of special, technical, 
or professional knowledge may be filled by original appointment. 
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8. When two or more eligibles have the same rating, precedence Ellglbles with 
in certification shall be determined in accordance with section *^"* '* °*^' 
three of this rule, if applicable; otherwise, by the order in which 

their applications were filed. 

9. All appointments to the classified civil service shall be made Correspondence 
through the Bureau of Civil Service in strict accord with the rppoint^s!^^^**^^ 
civil service rules and regulations. Official correspondence by 

cable or letter with or relating to prospective appointees residing 
in the United States must be transmitted through the Director for 
appropriate action. 

Rule YI.— Temporary service, 

1. Whenever there are fewer than three eligibles upon a register, Temporary em- 
the appointing officer may appoint probationally the one eligible, gibles. 

or one of the two eligibles, certified, in the same manner as if three 
eligibles had been certified; but if he elects not to make proba- 
tionary appointment from such certification, he shall select for 
temporary appointment the one eligible, or one of the two eligibles, 
if either will accept such temporary appointment. Temporary 
appointment made from an eligible register as provided in this 
section may continue until such temporary appointee is given 
probationary appointment or until the Director certifies three 
eligibles, when probationary appointment must be made. 

2. Whenever there are no names of eligibles upon a register for Temporary em- 
any grade in which a vacancy exists, and the public interests others."^ ^ ^ ° 
require that it shall be filled before eligibles can be provided, such 

vacancy may, subject to the approval of the Director, be filled by 
the employment without examination of a person for such time as 
will enable the Director to provide one or more eligibles. Such 
temporary employment shall expire when the Director shall certify 
an eligible who accepts either temporary or probationary appoint- 
ment. 

3. Whenever the work to be done is, in the judgment of the Work temporary 
Director, temporary in character, he may authorize temporary ^^ character, 
employment, giving preference to eligibles if available, which em- 
ployment may continue until the completion of the work. 

Rule YU.— Reinstatements. 

Any person who has been regularly appointed to a position in Reinstatement, 
the classified civil service and who has through no delinquency or 
misconduct been separated therefrom may, if no good reason to 
the contrary appears, upon the requisition of the proper officer 
and the certificate of the Director, be reinstated to a vacant posi- 
tion of a class not higher than that from which he was separated, 
under the conditions named below: Provided, That in the discre- 
tion of the Director he may be reinstated to a vacant position of 
a higher class. The last two sections of this rule apply to the 
unclassified as well as to the classified service. 

1. If the person had regularly entered the classified service Examination, 
without examination, a noncompetitive examination may be re- ^^®^ required, 
quired, in the discretion of the Director, prior to reinstatement. 

2. If for original entrance to the position proposed to be filled 
by reinstatement there is required, in the opinion of the Director, 
an examination essentially higher than, or different from, the 
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examination for original entrance to the position previously held 
by the person whose reinstatement is proposed, a noncompetitive 
examination may be required prior to reinstatement. 
Period of eligl- 3. A person who has served six months or less in the Philippine 

statMnent''^ ^ ' civil service may be reinstated as a probationer within a period 
of six months following his separation from the service under the 
former appointment; a person who has served more than six 
months but less than two years, and who has received absolute 
appointment, may be reinstated within one year ; a person who has 
served two years, but less than three years, may be reinstated 
within two years; a person who has served three years, but less 
than four years, may be reinstated within three years; a person 
who has served four years, but less than five years, may be 
reinstated within four years; and a person who has served five 
years or more may be reinstated within five years from the date 
of his separation from the service. 
Enlistment. 4. Subject to the other conditions of these rules, any person 

whose separation from the classified civil service was caused by 
his enlistment or acceptance of a position in the active military 
or naval service of the United States, and who was honorably 
discharged therefrom, may be reinstated without regard to the 
length of time he has been separated from the civil service. 
Hall salary and 5. A perso;n in the United States who resigns from the Philip- 

^ '^Mes^ 1 1 II g ©X- pine classified or unclassified civil service before having rendered 
three years' service in the Philippine Islands, and who is reinstated 
in either of said services, shall not be entitled to the half salary 
and traveling expenses provided by law for persons residing in 
the United States who are appointed to the Philippine civil 
service: Provided, however, That a person originally appointed in 
the United States who did not receive half salary and traveling 
expenses en route to the Islands and accrued leave of absence 
under his original appointment because of the fact that he left 
the service prior to the rendition of two years' service, shall be 
entitled to such half salary and traveling expenses on reinstate- 
ment. 
Violation of ^- ^^ person separated from the' Philippine classified or un- 

contract. classified civil service before • having served the full period 

prescribed by law or contract shall be allowed to reenter either 
of said services until he shall have made good all loss caused 
by such separation and shall have refunded to the Government 
such proportion of the total expenses, if any, incurred by it by 
reason of his appointment, including salary and traveling ex- 
penses prior to the date he actually entered upon the duties of 
his position, as the time he failed to serve is to the time required 
by said law or contract, and theii only on the approval of the 
head of the Department from which he was separated. Ap- 
plications of such persons for reentrance to the service should 
be made through the Director. 

Rule VIII. — Transfers. 

Transfers within !• A. person in any Bureau or OflSce may be transferred within 
a Bureau. (jjj^ same Bureau or Ofiice upon any test of fitness, not dis- 
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approved by the Director, which may be determined upon by the 
appointing officer, subject to the limitations of the proviso of 
section two of this rule. 

2. A person who has received, absolute appointment may, upon Transfer from 
the completion of the proper form by the chiefs of the Biireaus ^ther (form 7). 
or Offices interested, and the certificate of the Director, be 

transferred from a position in one Bureau or Office to a position 
in another Bureau or Office: Provided, That transfer shall not 
be made without examination to a position if for original en- 
trance to such position there is required under these rules an Examination, 
examination essentially higher than, or different from, the exami- 
nation required for original entrance to the position :^rom which 
transfer is proposed, 

3. No transfer shall be made of a person from any position Transfer from 
. .. , .« 1 .X 'J.' ' J.^. 1 'n J ' unclassified to 
m the unclassified service to a position m the classined service: classified service. 

Provided, That a person who has by promotion or transfer from 
the classified service entered the uncjassified service, and has 
served continuously therein from the date of said promotion or 
transfer, may be retransferred to the classified position from 
which he was transferred or to any position to which transfer 
could be made therefrom: Provided, however. That if service is 
not continuous reentrance into the service may be had in ac- 
cordance with Rule VII. 

4. Any person who has been transferred from one classified Retransfer. 
position to another classified position may be retransferred to 

the position in which he was formerly employed, or to any position 
to which transfer could be made therefrom, without regard to the 
limitations of these rules. 

5. A person in the classified service of the Federal Govern- Transfer from 
ment of the United States may be transferred to any position in civil service. 

the Philippine classified service, subject to the conditions of 
these rules with respect to age limitations and examinations, 
and w^hen an examination is required previous to such transfer 
the Director may accept such tests of fitness as may be made 
upon his request by the United States Civil Service Commission. 

6. An officer or employee occupying a competitive position ^^ rT'^ix^®i?''x *^** P^?* 
the Philippine classified civil service who has rendered three or service. 

more years of satisfactory service therein may be certified for 
transfer to the Federal classified civil service, subject to the 
provisions of the United States civil service rules. 

7. No chief of a Bureau or Office of the Government of the Permission to 

seek transfer re** 
Philippine Islands, or any subordinate officer or employee thereof, quired. 

shall directly or indirectly, invite, solicit, or even discuss with 
a subordinate officer or employee, classified or unclassified, per- 
manent or temporary, of another Bureau or Office, or of the 
Army or the Navy of the United States in these Islands, his 
appointment or transfer to the Bureau or Office of such chief or 
subordinate, until the consent in writing is first obtained of the 
chief of the Bureau or Office in which the desired officer or 
employee is a subordinate, or of the Governor-General or proper 
he64 of Department, or of the officer of the Army or the Navy 
under whom he may be employed or serving. 
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Rule IX. — Promotions. 

Vacancies to be 1. No vacancy in any position shall be filled by orisHinal ap- 
fllled by promo- . , . r, ^x. - - ^x. -d ru« • u- u 

tion. pomtment whenever there is m the Bureau or Office in which 

the vacancy exists any person in a position in a lower class or 
grade who is competent and qualified and is willing to be 
promoted to the existing vacancy. 
Promotion regu- 2. In providing regulations and competitive examinations for 
* °^^* promotion the Director shall give due weight to the previous 

experience and efficiency of officers and employees and shall in- 
troduce such tests of fitness as he may deem proper after consulta- 
tion with the chiefs of the different Bureaus or Offices, for 
which promotion examinations may be held, for the purpose of 
determining the relative capacity and efficiency of officers and 
employees. 
Examining com- 3. In each Department, Bureau, or Office the Director may, 

mittees. subject to the provisions of section six of Rule III, designate a 

promotion examining committee of not less than three persons. 
The members of the committee shall perform such duties with 
respect to promotions and promotion examinations as the Director 
may require, in the performance . of which duties they shall be 
under the sole control and authority of the Director. 
EfBclency rec- 4. There shall be kept in each office, on forms prescribed by 

ord (form 52). ^^^ Director for that purpose, a comparative record from which 
the relative efficiency of employees may be determined. Among 
the elements of efficiency to be considered are quantity of work or 
the amount performed, quality of work or the degree of its 
excellence, physical condition, habits, character, conduct, aptitude 
and adaptability, punctuality, and attendance. This record shall 
be at all times open to the inspection of the Director. A report 
Semiannual re- shall be made to the Director semiannually on the proper form, 

port (form 5 ). ^^ ^^^ ^^^^ ^^^^ ^^ January and July, giving the comparative 
term and corresponding efficiency rating applicable to each person 
according to the following scheme: 

Excellent : Indicating a superior degree of efficiency or ex- 
cellence 90 to 100 

Good : Indicating a high degree of efficiency 80 to 89 

Fair : Indicating an ordinary degree of efficiency 70 to 79 

Poor : Indicating inefficiency -. Below 70 

Recommenda- 5. No recommendation of any person for promotion, whether 
tlons for promo- y^^ijal or in writing, shall be received or considered unless it be 
made by the officer or officers imder whose supervision he is or 
has been employed, and the presentation of any other recommenda- 
tion shall be considered an unwarrantable interference with the 
public service. 
B X a i^ inations . 6. Until the promotion regulations herein authorized have been 
for promotion. promulgated by the Director for any Department, Bureau, or 
Office and the Director has notified such Department, Bureau, or 
Office, that he is prepared to conduct the promotion examinations 
authorized under the Revised Civil Service Act and rules, promo- 
tions therein may be made upon any tests of fitness not disapproved 
by the Director which may be determined upon by the appointing 
officer: Provided, That pending the adoption of such regulations, 
in case of proposed promotion from one class or grade to another 
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class or grade of an employee who has not entered the service 
through the examination prescribed for the class or grade to 
which promotion is proposed, such employee shall be required to 
obtain an eligible rating in such prescribed examination taken 
noncompetitively, and the appointment by promotion thus made 
shall not become effective prior to the date of taking the examina- 
tion in which an eligible rating is obtained. 

7. Save in exceptional cases, promotion or increase of salary Frequency of 
shall not be made during the first six months after the appoint- P^oniotion. 
ment of an officer or employee, nor more frequently than once in 

twelve months thereafter, nor more than one class (or one-half 
of Classes C and D) at a time. The question of whether a case 
is or is not an exceptional one shall be submitted for determina- 
tion to the Governor-Greneral or proper head of Department, 
through the Bureau of Civil Service. 

8. When a promotion is proposed by the chief of a Bureau or Suspension of 
Office and the report of changes and absences or the efficiency ^og^^ promotkm " 
report of that Bureau or Office is overdue, action on such proposed 

promotion may be suspended pending the receipt of said report in 
proper form. 

Rule X. — Appointment and employment. 

1. All appointments to classified positions, except temporary Procedure in 
appointments and appointments made by the Governor- General by ^ents.^ appoint- 
and with the advice and consent of the Philippine Commission, 

whether original, by promotion, reduction, transfer, or reinstate- 
ment, must be made in accordance with the provisions of the 
Revised Civil Service Act, on form numbered thirty-three, and 
transmitted to the Director. If the appointments are allowable 
under the Revised Civil Service Act and rules, they shall be either 
approved by the Director and returned to the appointing officer or, 
where some question requires determination and in other cases 
where it seems advisable, forwarded to the Grovernor-General or 
proper head of Department for direction. A monthly report shall 
be made by the Director to the Governor-General and heads of 
Departments of appointments approved upder the authorization 
given in this section; appointments thus reported which are not 
revoked within ten days after the receipt of such monthly report 
shall be held to have been approved in accordance with the provi- 
sions of the Revised Civil Service Act. In case such appointments 
are revoked they shall be considered as having been effective until 
the date of revocation. 

2. The payment of any money on account of salary to any Salary not to be 
officer or employee in the classified service is not warranted prior ^ent^authoHzed^' 
to the receipt by the disbursing officer of notification from the chief 

of the Bureau or Office that the appointment or employment of 
such officer or employee has. been duly authorized as provided by 
the Revised Civil Service Act and rules. 

Rule XI. — Esvamination requirements relating to appointment and 
promotion, 

1. Pfobational appointment or promotion as a result of ell- Salary Umita- 
gibility in the third grade, English or Spanish, examination shall °^^' 
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not be made to positions the salary or compensation of which is 
above Class J. 

2. Probational appointment or promotion as a result of eli- 
gibility in the second grade Spanisfi, junior typewriter, junior 
draftsman, junior stenographer Spanish, or ranger examination 
shall not be made to positions the salary or compensation of which 
is above Class E. 

3. Probational appointment as a result of eligibility in the 
second grade English, j&rst grade Spanish, junior translator, junior 
stenographer English, clerk of court Spanish, jimior technical, 
junior computer, scientific assistant, or junior teacher examination 
shall not be made to positions the salary or compensation of which 
is above the minimum of Class D; promotion as a result of eli- 
gibility in any of these examinations shall not be made to positions 
the salary or compensation of which is above Class C. The basic 
subjects of the junior translator examination are now given in 
English only, and promotion as a result of eligibility in this exam- 
ination heretofore taken with basic subjects in Spanish shall not 
be made to positions the salary or compensation of which is above 
Class E. 

4. Probational appointment or promotion as a result of eligi- 
bility in the typewriter examination shall not be made to positions 
the salary or compensation of which is above Class A. 

5. Probational appointment or promotion as a result of eligi- 
bility in the interpreter examination shall not be made to positions 
the salary or compensation of which is above Class A, or as a result 
of eligibility in the junior interpreter examination to positions 
the salary or compensation of which is above Class E. Eligibility 
in these examinations qualifies for appointment and promotion to 
positions of interpreter only, and not to positions whose duties are 
clerical. 

6. Eligibility in the first grade English, assistant, teacher, book- 
keeper, stenographer, or translator examination qualifies for ap- 
pointment to or promotion in clerical positions without further 
examination. The basic subjects of the translator examination 
are now given in English only, and promotion as a result of eligi- 
bility in this examination heretofore taken with basic subjects in 
Spanish shall not be made to positions the salary or compensation 
of which is above Class A. Probational appointment or promotion 
as a result of eligibility in the bookkeeper examination with basic 
subjects in Spanish shall not be made to positions the salary or 
compensation of which is above Class A. 

Rule XII. — Procedure in reductions, reparations, and su^spensions. 

Reductions.fines, 1. When the chief of a Bureau or OflBce deems it necessary to 
and suspensions, recommend the reduction in salary or compensation, deduction 
from pay, or suspension from duty without pay under the provi- 
sions of section sixteen of Act Numbered Sixteen himdred and 
ninety-eight, of a regularly and permanently appointed subordinate 
officer or employee in the classified civil service, or the deduction 
from pay or suspension from duty without pay of a subordinate 
officer or employee in the unclassified service who is entitled to 
the accrued leave provided by law, he shall in writing notify the 
person affected of the proposed action and the grounds upon which 
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such action is premised, and shall prescribe a reasonable period, 
which shall not be less than twenty-four hours, within which a 
written reply may be submitted if desired, together with any 
written evidence the officer or employee may desire to submit. 
Upon receipt of the reply or after the expiration of the period 
within which such reply should have been submitted, the chief of 
the Bureau or Office shall forward to the Director a certified copy 
of the letter of notification and the reply and evidence, if any shall 
have been received. These papers shall be promptly forwarded to 
the Governor-General or proper head of Department by the Di- 
rector, together with his recommendation in the case, for final 
action. 

2. In case of proceedings to remove a regularly and permanently 
appointed subordinate officer or employee in the classified civil 
service for cause, the chief of the Bureau or Office may suspend 
such person at once, if he deem that course necessary, and, in any 
event, shall in writing notify the person in interest that his 
removal for cause is to be recommended, and of the ground upon 
which such recommendation is based, at the same time prescribing 
a reasonable period within which a written answer, supported by 
such written evidence as he desires to present, shall be submitted, 
such period to be not less than twenty-four hours after the actual 
receipt of the notification by the person recommended for removal. 
In the event of no response being received within the period pre- 
scribed, evidence of the receipt of the written notification, together 
with a certified copy of the same, shall be forwarded to the 
Director. If reply has been received, it shall be similarly for- 
warded, with a certified copy of the notification mentioned, together 
with any other evidence or papers in the case. The Director shall 
promptly forward, with such comment as he may deem proper, 
all the papers in the case for final action. If such action be 
approval of the recommendation to remove for cause, the person 
affected shall be dropped from the rolls of the office as discharged 
on the day he was suspended, if suspension was made; otherwise 
his discharge shall be effective on the date of receipt by the chief 
of the Bureau or Office in interest of the notification of approval 
by the Governor-General or proper head of Department. Except 
by the specific approval of the Governor-General or proper head 
of Department, had in each specific instance, no officer or employee 
shall so construe the provisions of any law now in force as to 
authorize or require the official publication of the cause of removal 
of any person from the Philippine civil service in more specific 
terms than '*for the good of the service." 

3. In every instance of a tender of resignation by a regularly Resignationa. 
and permanently appointed subordinate officer or employee in the 
classified civil service, it shall be the duty of the officer authorized 
to act thereon to accept or decline to accept the same in writing, 
and if the resignation be accepted, to give him a letter stating 
clearly the character of the services rendered and whether or not, 
in the light of present information, a possible future application 
for reinstatement in the same Bureau or Office would be favorably 
considered. In the event of a statement to the effect that such 
application would not be favorably considered, reasons therefor 
shall be stated and the person in interest informed that he may, 
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should he so desire, submit a written reply and such other written 
evidence as he may elect. When completed, certified copies or the 
originals of all the papers in the case shall be forwarded to the 
Director; in case of objection to reinstatement, the papers will be 
forwarded by the Director with such comment as he may deem 
proper, to the Governor-General or proper head of Deparment, 
for review and final action. For obvious reasons no officer or 
employee should be continued in his position who could not be 
recommended for reinstatement were he to resign, 
of 4. If any of the papers in the proceedings under this rule are 
. written in Spanish, the chief of the Bureau or Office shall furnish 
translations in English, whenever practicable, as well as the 
originals or certified copies thereof. All papers relating to the 
removal or resignation of subordinate officers or employees in 
the classified civil service shall be filed in the office of the 
Director. 
Reports of re- 5. In all cases of removal or reduction of officers or employees 
tion^of^uncfasS- ^^ ^^^ unclassified service above the grade of semiskilled laborer, 
fied employees, the chief of the Bureau or Office shall furnish the Director with 
a full statement of the cause of the removal or reduction. In 
eases of resignation when an application for reinstatement would 
not be favorably considered, the Director shall be furnished with 
a full statement of the character of the services rendered and 
the reasons why application for reinstatement would not be 
favorably considered. 
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RULE XIII. — Prohibitions and penalties. 

1. No person in the Philippine civil service shall use his official 
authority or official influence to coerce the political action of 
any other person or body. 

2. No officer or employee in the Philippine civil service shall 
discharge or promote or degrade or in any manner change the 
official grade or compensation of any other officer or employee, 
or promise or threaten so to do, for giving or withholding, or 
neglecting to make, any contribution of money or other valuable 
thing for any political purpose whatever. 

3. No inquiry shall be made, and no consideration whatever 
shall be given to any information relative to the political or 
religious opinions or affiliations of persons examined, or to be 
examined, or of officers or employees in the matter of promotion, 
and no discrimination shall be exercised, threatened, or promised 
against, or in favor of, any person employed, examined, or to be 
examined, because of his political or religious opinions or affili- 
ations. 

4. No recommendation of an applicant, competitor, or eligible 
involving any disclosure of his political or religious opinions or 
affiliations shall be considered by the Director, by any examining 
committee or special examiner, or by any nominating or appoint- 
ing officer. 

5. No officer or employee shall engage in any private business, 
vocation, or profession, or be connected with any commercial 
undertaking, or lend money on real or personal property, without 
written permission from the chief of the Bureau or Office in 
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which he is serving, and of the Governor-General or proper head 
of Department. As a general rule, in any enterprise which 
involves the taking of time, this prohibition will be absolute in 
the case of those officers and employees whose remuneration is 
fixed on the assumption that their entire time is at the disposal 
of the Government; if granted permission to engage in a business 
requiring time of applicant, copies must be furnished the Di- 
rector. 

6. Discourtesy to private individuals or to Government officers Causes for re- 
or employees, drunkenness, gambling, dishonesty, repeated or "^^val, reduction, 
flagrant violation or neglect of duty, notoriously disgraceful or ment. 
immoral conduct, physical incapacity due to immoral or vicious 

habits, incompetency, inefficiency, borrowing money by superior 
officers from subordinates or lending money by subordinates to 
superior officers, lending money at exorbitant rates of interest, 
willful failure to pay just debts, contracting loans of money or 
other property from merchants or other persons with whom the 
Bureau of the borrower is in business relations, pecuniary embar- 
rassment arising from reprehensible conduct, the pursuit of 
private business, vocation, or profession without permission in 
writing from the chief of the Bureau or Office in which employed 
and of the Governor-General or proper head of Department, 
disreputable or dishonest conduct committed prior to entering 
the service, insubordination, pernicious political activity, offensive 
political partisanship or conduct prejudicial to the best interest 
of the service, or the willful violation by any person in the Phil- 
ippine civil service of any of the provisions of the Revised Givil 
Service Act or rules, may be considered reasons demanding pro- 
ceedings to remove for cause, to reduce in class or grade, or to 
inflict other punishment as provided by law in the discretion of information as 
the Governor-General or proper head of Department. No chief to dellnquemjlea 
of a Bureau or Office shall knowingly continue in the public to be forwarded. 
service any subordinate officer or employee who is inefficient or 
who is guilty of any of the above-named derelictions, without 
submitting the facts through the Director to the Governor-General 
or proper head of Department. 

7. In making removals or reductions, or in imposing other Like punlsh- 
punishment, for delinquency or misconduct, penalties like in J^naes.**^ ^ ° " 
character shall be imposed for like oifenses, and action thereon 

shall be taken irrespective of the political or religious opinions 
or affiliations of the offenders. 



Rule XIV. — Ofiicial record of officers and employees. 



The Director shall keep an official record of all regularly and Record of em- 
permanently appointed officers and employees in the civil service ^ °y^®- 
of the Philippine Islands above the grade of semiskilled laborer, 
and for the purpose of this record each chief of a Bureau or 
Office shall furnish to the Director: 

1. The necessary information in such form and manner as he wj'l'**''?^^^ *° 
may prescribe with the approval of the Grovemor-General. 

2. A statement on the proper form, on the first day of each Monthly report 
month, of all changes, and the dates thereof, in the service under ^'^"^ ^'* 

the control and authority of the chief of the Bureau or Office, 
91896 4 
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setting forth, among other things, the following: The name of 
every person appointed, reinstated, promoted, reduced, transferred, 
or separated from the service; the position to which an appoint- 
ment or reinstatement is made; the position from which and the 
position to which a promotion or transfer is made; the position 
from which a separation is made, whether by removal, resigna- 
tion, or death, and the compensation of every position from which 
or to which a change is made. 

Rule XV. — Hours of labor. 

Hours of labor. 1. It shall be the duty of all chiefs of Bureaus and Offices in 
the Philippine civil service to require of all subordinate em- 
ployees, except teachers, of whatever grade or class, not less than 
seven hours of labor each day, exclusive of Sundays and all days 
declared public holidays by law or Executive Order, except that 
from April first to June fifteenth of each year chiefs of Bureaus 
and Offices may reduce the required hours of labor to six and one- 
half hours,^ and on Saturdays throughout the year they may reduce 
the required hours of labor to five hours: Provided, That except 
during the heated season the office hours of all Bureaus and 
Offices in the city of Manila shall be from eight o'clock antemerid- 
ian to four o'clock postmeridian with a reasonable intermission, 
not exceeding one hour, for lunch, on all working days not in- 
cluding Saturdays, and from eight o'clock antemeridian to one 
o'clock postmeridian on Saturdays; no change in these office 
hours shall be made without the specific written approval of the 
Governor-General or proper head of Department, and in case of 
such change the number of hours of labor herein fixed shall not 

Teachers. be reduced. Not less than five hours of labor on each school day 

shall be required of all persons in the teaching service. 

2. When the nature of the duties to be performed or the in- 
terests of the public service require it, the head of any Depart- 

Bitension of ment, Bureau, or Office may extend the daily hours of labor herein 
hours of labor. specified for any or all of the employees under him, and in case 
of such extension it shall be without additional compensation 
unless otherwise provided by law. Ollicers and employees may be 
required by the head of the Bureau or Office to work on Sundays 
and public holidays also, without additional compensation unless 
otherwise specifically authorized by law. 

Record of at- 3. Each chief of a Bureau or Office shall require a daily record 

tendance (form ^^ attendance of all the officers and employees under him entitled 

to leave of absence or vacation (including teachers) to be kept 

on the proper form and also a systematic office record showing 

for each day all absences from duty from any cause whatever. 

Monthly report At the beginning of each month he shall report to the Director 
(form 3). ^^ ^^^ proper form all absences from any cause whatever, includ- 

ing the exact amount of undertime of each person for each day. 
Officers or employees serving in the field or on the water need not 
be required to keep a daily record, but all absences of such em- 
ployees must be included in the monthly report of changes and 



1 Section 22 of Act 1698 as amended allows reduction to five hours, 
from 7.30 a. m. to 12.30 p. m., from April 1 to June 15. 
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absences. Falsification of time records will render the offending Falsification, 
officer or employee liable to summary removal from the service 
and criminal prosecution. 

Rule XVI. — Leaves of absence. • 

1. {a) Applications for accrued leave of absence shall be made Application for 
on the form provided for that purpose two weeks in advance, ^J^JJf^^gg^* ® * "^ * 
wherever possible, of the date on which it is desired that the leave 

shall become effective, and must be submitted to the proper chief 
of Bureau or Office for recommendation. Such chief of Bureau or 
Office shall transmit this form to the Director with recommenda- 
tion and the data contemplated by the first indorsement on said 
form, together with any other information which may have a information to 
bearing on the allowance or disallowance of leave. ^® furnished. 

(6) In case of the death of an officer or employee the chief of Death, 
his Bureau or Office shall transmit to the Director application for 
accrued leave due, and application supported by medical certificate Medical certifl- 
on the form provided for that purpose, for vacation leave covering ^^^® (form 41). 
absence on account of illness immediately preceding death. 

(c) When an officer or employee is separated from the civil Separations, 
service without prejudice, by resignation, death, or other cause, 

the money value of accrued leave granted, estimated in accordance 
with the provisions of Act Numbered Sixteen hundred and ninety- 
eight, may become immediately due and payable if the state of the 
appropriation from which his salary is payable warrants imme- 
diate payment. If the leave granted is commuted, payment there- 
for shall be made as provided by law; if the leave granted is not 
commuted, payment shall be made from the unexpended balance 
for salaries and wages, and the position shall remain vacant for a 
period equal to the accrued leave gi*anted. 

(d) An officer or employee who applies for accrued leave which Leave accrued 
was earned at different rates of compensation shall be granted leave pensaMoM** ^°°^" 
with pay at the salary he is last receiving for a period equaling 

in money value the period of accrued leave estimated in accordance 
with the provisions of Act Numbered Sixteen hundred and ninety- 
eight, and he may be granted, if he so desires, such additional 
leave, without pay, as will give him the aggregate length of time 
on leave, with and without pay, as provided in the aforesaid Act. 

(e) Except on resignation, commutation of leave shall not be Commutation 
made to an officer or employee who remains in the Islands during ^' l^a-ve. 
the period of the leave granted. If he obtains commutation of Penalties forim- 
leave and does not leave the Islands without delay or if he returns in^g^commutatton* 
to the Islands more than three weeks prior to the expiration of 
the period of leave commuted and fails to make immediate refund 
of the money value of unused leave commuted, his action shall be 
considered cause for forfeiture of vacation leave and for such other 
disciplinary action by the Governor-General or proper head of 
Department as may be deemed necessary. 

2. (a) All applications for vacation leave of absence for a Application for 
period of one full day or more must be made on the ^^it^ Tfom°55). ^^^^^ 
provided therefor five days in advance, wherever possible^ and 



52 

transmitted to the Director immediately: Provided, That applica- 
tions on this form for two days or less may be retained by the 
chief of any Bureau or Office, if so preferred by him, and for- 
warded to the Director on the first day of the following" month 
as inclosures to the monthly report; when so forwarded the first 
indorsement need not be completed. Applications for less than 
one day should not be forwarded. All absences, including frac- 
tions of a day, must be recorded on the daily time record and 
reported to the Director monthly. In case of illness or un- 
avoidable absence from other cause notice must be immediately 
sent to the chief of the Bureau or Office, and the application, 
containing a brief explanation of the cause of delay in filing, 
forwarded later. 

Vacation leave (6) The vacation leave of an employee whose salaries during 
wli6iisalai*v 
changes during ^ calendar year embrace the two rates of vacation leave provided 

tlie year. j^ ^j^g schedule of section 24 of Act Numbered Sixteen hundred 

and ninety-eight shall be computed by allowing credit for the two 
rates in proportion to the part of the year served at each rate. 
Vacation leave (c) When vacation leave is requested by any officer or em- 
months' service? ^ P^^J^® (except a teacher) during his first six months of service 
from the date of original appointment the Director shall state 
on the application the date on which payment for such leave 
may properly be made under the provisions of Act Numbered 
Sixteen hundred and ninety-eight, and, unless the Governor-Gen- 
eral or proper head of Department directs otherwise, on account of 
illness of the officer or employee, the chief of the Bureau or 
Office shall require that payment for such leave be withheld until 
that date. 
Absences of {d) The application for vacation leave shall be used by 
school ^^ ^sess\on3 ^^^^hers for all absences during school terms on account of illness 
(form 55). or other cause, and the Director of Education shall require pay- 

ment for such absences to be withheld until they have performed 
duty during vacation for a period equal to their absences from 
duty on account of illness, as required by Act Numbered Sixteen 
hundred and ninety- eight : Provided, That if the absences were due 
to illness, the withholding of salary may be postponed to the 
beginning of the next summer vacation. Teachers in applying 
for permission to visit the United States shall use the same ap- 
plication. 
Wounds or in- (e) Applications of officers and employees for leave of absence 
^^^*®®* on account of wounds or injuries incurred in the performance 

of duty, extending beyond the. allowable vacation leave (paragraph 
{d)f section twenty-five, Act Numbered Sixteen hundred and 
ninety-eight), must be made on the form used in making ap- 
plication for vacation leave, supported by medical certificate on 
the prescribed form and evidence showing that the wounds or 
injuries were incurred in the performance of duty. 
Withholding 3. When an officer or employee is granted vacation leave in 
eranted ^ ^ ^®*"^® excess of the accrued leave allowable, or when he is granted vaca- 
tion and accrued leave and the vacation leave is in excess of^ the 
accrued leave allowable at the expiration of the total vacation and 
accrued leave granted, payment for such excess leave shall be 
withheld until five days after return to duty. In the erent that 
it shall appear during the first five days after return to duty 
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from leave that it is not the intention of the officer or employee 
to continue in the performance of his duties any longer than to 
draw all back salary which may be due him, payment shall be 
withheld and full report thereof forwarded by the chief of the 
Bureau or Office, through the Director, to the Grovernor-General 
or proper head of Department for action. If he fails to return 
to duty no payment for the leave withheld shall be made, unless 
the failure to return is due to illness and payment is authorized 
by the Governor-General or proper head of Department. 

4. All absences of an officer or employee in excess of the vaca- Absence due to 
tion or accrued leave allowable shall be without pay, unless the ^^*^®^- 
Grovernor-General or proper head of Department directs that pay- 
ment for such absence be made, in accordance with paragraph (o), 

section twenty-five of Act Numbered Sixteen hundred and ninety- 
eight, on account of the absence being due to illness of the officer 
or employee. At the expiration of the first two years of service 
the officer or employee may make written application covering the 
period for which pay was withheld. . This application shall be 
forwarded by the head of the Bureau or Office with his recom- 
mendation, through the Director, to the Governor-General or 
proper head of Department, who may direct that payment be 
made, if funds are available, and that the absence be charged 
against accrued leave. 

5. If an officer or employee is separated from the service by Excess vacation 
resignation or otherwise except by death after having taken vaca- salary or^ accrued 
tion leave in excess of that proportion due for the part of the leave on separa.- 
calendar year served by him, such excess vfication leave shall be 

charged against his salary or accrued leave ; Provided, That if the 
vacation leave was allowed on account of illness of the officer or 
employee, the Governor-General or proper head of Department may 
direct that no deduction be made from his salary or accrued leave 
for such excess vacation leave previously allowed. 

6. An officer, teacher, or other employee appointed under the Leave not allow- 
provisions of Act Numbered Sixteen hundred and ninety-eight who ^^^^ orior f®^*^*" 
is separated from the service by resignation or otherwise before pletion of two 
having served two full years in the Islands shall not be allowed 

any leave on separation. 

7. {a) The resignation of a teacher who has served in the Is- Vacation of 
lands two full school years or more may be accepted at the end ^^^ ®^®' 

of a school year and he may be allowed the vacation current: 
Provided, That the total vacation enjoyed by him shall not 
exceed twelve weeks for every forty weeks actually taught. 

(6) As a rule, the resignation of a teacher will not be ac- Resignation or 
cepted prior to the termination of the school year : Provided, That gchool year ^ * ° ^ 
if for illness or other urgent necessity the resignation of a teacher 
who has served in the Islands more than two years is accepted 
without prejudice or permission to visit the United States is 
granted by the Secretary of Public Instruction prior to the ter- 
mination of the school year, he may be allowed salary for one 
week's vacation for every month actually taught by him since the 
preceding summer vacation, any absence chargeable to vacation 
to be deducted from this allowance ; but the total vacation enjoyed 
by him shall not exceed twelve weeks for every forty weeks ac- 
tually taught. Vacation may be allowed to the estate of a teacher 
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who dies on the same basis as to a teacher whose resignation is 
accepted on account of illness. 
Illness, e ▼ i- 8. In every case where action by the Governor-General or head 

(foim 41)^.*^^ ^^ ^^ Department is contingent upon illness of an officer or employee 
evidence of illness must be submitted on the prescribed form 
except where a teacher applies for permission to make up, during 
vacation, time lost from duty on account of illness; if the illness 
was due to immoral or vicious habits, favorable action will not be 
taken. 
Suspension ot 0. When an application for leave is received by the Director 

tions for l^e. ' ^^^ ^^^ monthly report is overdue, action on sucli application 
may be suspended pending the receipt of such report in proper 
form, but such suspension and the reason therefor shall be com- 
municated immediately, in writing, by the Director, to the proper 
chief of Bureau or Office. 

Absence on Sat- 10. Absence on Saturday shall be counted as absence for one 
urdav 

full day. A Sunday or a holiday occurring at the beginning or 

at the end of a period of accrued or vacation leave shall not be 

considered as a day chargeable to leave unless the duties of the 

Leave contin- position demand the rendering of service on such day. Leave of 
gent on needs o£ , - ii j.i • .n . , 

the service, absence for any reason other than serious illness must be (con- 

tingent upon the necessities of the service. 
Employees on II. Officers or employees on leave of absence shall report to the 
a^d^resses. ^^^^ chiefs of their respective Bureaus or Offices at the end of each 
month by registered mail their post-office addresses for the ensuing 
month, and shall promptly report in a similar manner and in 
sufficient detail every unexpected and unavoidable delay which may 
have occurred during the period contemplated by their leave of 
absence. Absence from duty at station in the Philippine Islands 
after the expiration of the leave due shall be without pay. 
Unexplained ab- 12. No officer or employee in the Philippine civil service shall 
be dropped from the rolls of his office for unexplained absence in 
the United States- until at least forty days after the expiration of 
the period of absence contemplated by the leave granted, and then 
only with the approval of the Governor-General or proper head of 
Department. 
Return trans- 13. (a) All officers and employees who are granted leave of 
the Un?ted BtateB. absence for the purpose of visiting the United States and who 
contemplate returning to duty upon the expiration of such leave 
of absence shall, before leaving the Islands, make application to 
the Executive Secretary for transportation returning to Manila. 
In each application the date of the expiration of leave of absence 
and the post-office address of the applicant while in the United 
States must be stated. Where the employee has served more than 
three years in the Islands such return transportation will be 
advanced upon request, provided the employee agree to reimburse 
the Government in installments and to remain in the service until 
such reimbursement is made. 
Correspondence (5) If transportation is not advanced as provided in the next 
transportation. preceding section, immediately upon reaching the United States 
remittance covering cost of return transportation must be made 
to the Chief of the Bureau of Insular Affairs, War Department, 
Washington, District of (\:)lumbia, with a statement of the date on 
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which the applicant desires to leave the United States. All 
subsequent cpmmuni cat ions regarding return transportation and 
prompt report of any changes occurring in the applicant's post- 
office address must also be directed to the Chief of the Bureau of 
Insular AfTairs, and a duplicate copy of each such communication 
mailed at the same time to the chief of the Bureau or Office 
interested. 

(c) An officer or employee entitled to traveling expenses from Expense account, 
his place of residence in the United States to Manila under the 
provisions of section twenty-three or twenty-nine of Act Numbered 
Sixteen hundred and ninety-eight, or from foreign countries under 
the provisions of section twenty-three of Act Numbered Sixteen 
hundred and ninety-eight, shall file with the Insular Auditor his 
expense account within thirty days, if possible, after arrival at 
Manila. 

James F. Smith, Oovernor-Qeneral. 



CIRCULAR NO. 35. 



The Government of the Philippine Islands, 
Bureau of Civil Service, 

Manila, June 25, 1909. 
To Chiefs of Bureaus and Offices: 

I have the honor to invite attention to the provisions of section 
twenty- nine of Act Numbered One thousand five hundred and 
eighty-two, regarding participation in elections by officers or 
employees; section ten of Act Numbered One thousand six hundred 
and ninety-eight, relating to political contributions and political 
services; section one of Civil Service Rule XIII, providing that "No 
person in the Philippine civil service shall use his official author! Ly 
or official influence to coerce the political action of any other 
person or body;" and section six of Civil Service Rule XIII, 
which provides that, "Pernicious political activity, offensive polit- 
ical partisanship or conduct prejudicial to the best interest of the 
service * * * may be considered reasons demanding proceed- 
ings to remove for cause, to reduce in class or grade, or to inflict 
other punishment as provided by law in the discretion of the 
Governor-General or proper head of Department." 

The provisions of the law and rules above cited apply equally 
to the members of the classified and of the unclassified service in 
all the branches of the civil service of the Philippine Islands, 
except elected officers and officers appointed by the President of 
the United States. 

Political activity consists among other things in taking part in 
political management or political campaigns, being a delegate to 
any political convention or a member of any political committee 
or directorate or of any political club or other similar political 
organization, making speeches or canvassing in the interests of 
any party or candidate, soliciting or receiving contributions for 
political purposes either directly or indirectly, or becoming promi- 
nently identified with any political movement, party, or faction, 
or with the success or failure of any candidate for election to 
public office. 

It is requested that this circular be brought to the notice of all 
officers and employees under your jurisdiction, classified or unclas- 
sified, permanent or temporary. 

Very respectfully, B. L. Falconer, 

Director of Civil Service. 

Approved : 

W. Cameron Forbes, Acting Governor-General. 
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EXTRACTS RELATING TO CIVIL SERVICE. 

[From the inaugural address of the Honorable William Cameron Forbes, Governor-General 
of the Philippine Islands, November 24, 1909.] 



It is necessary that the civil service should be rigidly maintained and 
its rules carefully observed. Any other system is sure to result in 
eventual disintegration of the service. 

One very distinguished Filipinp has recently been appointed to admin- 
istrative control of one of the most important departments of the 
Government^ equal in rank to any executive position in the Islands virith 
the exception of the Executive head. In the executive branch of the 
Grovernment, the Filipinization of the service must steadily continue. 
As vacancies occur Filipinos will be gradually substituted for Americans 
as rapidly as can be done without positive detriment to the service. 

At the same time, care will be taken to provide a suitable career for 
honest and capable Americans who have come out here in good faith. 
They should know that during good behavior and efficient performance 
of their duty they are secure in their positions, and that when they 
desire to return to the United States an effort will be made to place them 
in the civil service at home. I am heartily in favor of a pension for 
Americans who have given their lives to faithful service in the Islands 
and shall present the matter for consideration to the next Legislature. 

There has been a constant increase in the number of Filipinos in the 
classified civil service, which has grown from 49 per cent in 1903 to 
55 per cent in 1905, 60 per cent in 1907, and 62 per cent in 1909, 
according to the last returns. 

I want no better men than the present officers and employees of the 
Government, Americans and Filipinos. They compare favorably with any 
set of men I have ever seen both as regards ability and fidelity to duty. 
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